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Zapravka is an interinstitutional initiative to support art residencies, which was launched 
in 2020 by the Ukrainian Institute, the Ukrainian Cultural Foundation, and 
the House of Europe, an EU-funded programme. Our main goals are:   
     Ensuring the visibility and systematic representation of Ukrainian art residencies in 
the international and local professional sectors
     Raising the professional standards of residency programmes in Ukraine in order to 
increase their competitiveness in the international art environment
     Informing the Ukrainian and international professional community about 
opportunities for artists, curators, and other arts and culture professionals

In 2020–2021, in cooperation with DutchCulture | Transartists (Netherlands), Zapravka 
added 17 profiles of Ukrainian residencies to the Transartists international database, the 
largest network of art residencies in the world. 

In 2021, Zapravka published Residencies UA, an online map of art residencies in Ukraine. 
As of early 2023, it listed 29 locations. 

Since 2021, the Zapravka team has been holding Zapravka Coffee Break, regular 
consultations for Ukrainian residency managers and curators. These are free individual 
consultations on request, during which you can ask questions about creating or 
developing your art residency, finding partners, establishing international contacts, etc.

Zapravka conducts periodic monitoring of the Ukrainian residency landscape in the form 
of in-depth interviews with the sector’s representatives, in order to stay current with the 
needs of the professional community. Additionally, in 2022, the initiative launched the 
Zapravka Newsletter with a selection of opportunities for the Ukrainian art community 
members.

Contact us at zapravkaprogramme@gmail.com to schedule a consultation and follow us 
on Facebook: https://www.facebook.com/zapravkainitiative

The Zapravka team are Yuliia Alenina, Kateryna Alymova, Les Vynogradov, 
Nataliia Kernytska, Anastasiia Manuliak, Dmytro Rekeda, Lina Romanukha, 
and Olha Tykhonova.

https://ui.org.ua/
https://ucf.in.ua/
https://houseofeurope.org.ua/
https://www.transartists.org/en/map
https://www.google.com/maps/d/u/0/viewer?ll=48.914087788794774%2C31.426736402343742&z=6&fbclid=IwAR0EWfkaB8YIXH4raRN-dIU82MmTcmYaFYzgFB9-Kuz8UYizlXBZT3pAzi8&mid=1FnZpNWmZrbl19kasWpVYRTwoJ1IbJUxL
https://docs.google.com/forms/d/e/1FAIpQLSdXCZMpDX_OiTqkGVVBG4cH3IczdFbk68AhhPCgAaR8Hdq_eA/viewform
https://www.facebook.com/zapravkainitiative
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In September 2022, Kyiv was to host the international conference How to Inhabit 
Instability? organised by Res Artis, one of the largest art residency networks in the world, 
in cooperation with the IZOLYATSIA Foundation, the Ukrainian Institute, House of 
Europe, and Goethe-Institut Ukraine. The Zapravka team co-programmed the event, 
which was to become the first international art residency forum of such a scale in 
Ukraine. Kyiv was chosen as the host city for a reason: in recent years, Ukraine has made 
an incredible leap in developing cultural initiatives, and, in less than a decade, a number 
of contemporary, high-quality art residencies have emerged, from Transcarpathia to 
Pryazovia, from Odesa to Chernihiv. It is still a small community taking its first steps, but 
in recent years it has been growing steadily and we already have a lot to tell the world. 

The conference was planned to be held in a hybrid format due to quarantine restrictions, 
but with the beginning of the full-scale Russian invasion, it became clear that the 
external circumstances were stronger than the organisers’ resolve. The title of the 
conference took on a whole new meaning, since instability has become an even more 
familiar environment for Ukrainians. Unfortunately, adaptability and flexibility have 
become one of our defining features. Fortunately, these are also our superpowers. And it 
is quite symbolic that after 24 February, some of the Ukrainian art residencies turned into 
places of refuge for artists and their families. We found out that the local art 
environment, despite some arguing on Facebook, is still united and aimed at mutual 
assistance, and that the Ukrainian culture ecosystem exists, and art residencies play an 
important role in it. 

We developed this Toolkit for the conference, and one of the main impulses to create it 
came from the requests we received from people who wanted to create art residencies 
but did not know where to start. ‘Could you send us any materials in Ukrainian on 
creating residencies?’ ‘What should be our primary focus when planning a residency?’ ‘Do 
we need a curator for the residency?’ ‘Where can we get funding?’ These were typical 
questions we were asked, but there was no single database of useful materials on the 
various nuances of organising an art residency, especially those adapted to the turbulent 
Ukrainian realities. Since the Zapravka initiative was created by programme managers of 
the institutions that supported, among other things, art residencies in Ukraine, we 
decided that it was our task to create such a knowledge base. In addition to 
systematising our own professional experience, we conducted a series of in-depth 
interviews with the organisers of key art residencies in Ukraine, asking them about the 
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most important things in organising a residency, the challenges they faced in their work, 
and the principal growth areas for Ukrainian residencies. This Toolkit is the result of 
those conversations.

All the information in this handbook is presented as if you are organising your first 
residency. It starts with more general questions about what art residencies are and what 
they are for, and gradually moves on to more specific and practical aspects of organising 
a residency programme. Though the general presentation is chronological—from 
conceiving an idea to archiving the works—we recommend that you read the Toolkit in full 
before you start working on your residency, as you will need to keep in mind many of the 
nuances described here, for example, the need to think about reporting as soon as you 
start budgeting.

At the end of the Toolkit, we present several successful cases of sustainable art 
residencies in Ukraine: we hope they can be role models or simply sources of inspiration. 
In addition, the Toolkit contains useful materials that will come in handy when you are 
working on your own project: a checklist of tasks to keep in mind, a budget template, and 
a sample residency agreement. We sincerely hope that this Toolkit will be useful to you, 
that it will help you avoid common organisational dangers, and will facilitate your process 
when creating your residency.

We started working on this Toolkit in 2021 and created it to be used in (relatively) 
peaceful times. This does not mean that the Toolkit has lost its relevance after 24 
February 2022, as even in the midst of a full-scale war, a number of Ukrainian residencies 
still host artists, including those from abroad, and some institutions have even launched 
new residency programmes. However, we do not want to forget that Ukrainians are now 
forced to work in extreme conditions, and such a level of stress is not normal. A planning 
horizon of several months is not normal. Low or no pay because ‘everyone is a volunteer’ 
is not normal. We are fully aware that the current situation with art residencies in 
Ukraine is far from perfect, and yet we wrote this Toolkit with best practices in mind. Not 
because we like to fantasise, but because we believe in victory. And as soon as we’ve won 
and resumed our cultural activity at full capacity, we want it to be based on principles of 
care and respect for each participant in this process, as well as for our common 
environment and all its inhabitants.
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You want to start an art residency 
programme. Here we discuss what you 
should think about before, and 
immediately after, you make this 
life-changing decision.

Before 
the Residency

Part 1.



Are You Sure This Is a Residency?

1    Hereinafter, the word ‘artist’ refers to artists themselves, as well as curators, researchers, and other arts and culture 
professionals who may take part in a residency programme. Moreover, we use the word ‘artist’ to refer to representatives of 
all art disciplines: visual art, music, film, literature, theatre, dance, etc.

Before planning your residency, there is one essential question to answer: are you sure 
the format you have in mind is a residency? 

In Ukraine, the term ‘art residency’ has come into use quite recently and is still not always 
clear to contributors to cultural processes. What is the difference between a residency 
and a ‘plein air’ or an art symposium? What distinguishes a residency from a recreation 
centre or a summer camp for artists? What is the difference between a residency and a 
workshop or a master-class lasting a few days? 

There are many definitions of an art residency, but they all come down to a simple 
formula: a residency provides an artist1  with a place, time, and resources to work, 
research, experiment, communicate, reflect, or engage in other creative activities. Every 
word in this formula matters, and, most importantly, the artist is at its centre. A residency 
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is for artists, and it is meant to create conditions for their most fruitful professional 
development in a certain place for a certain period of time.

A residency may involve creating new artworks, similar to a ‘plein air,’ but this should not 
necessarily be its main goal, as the process itself—a meaningful experience for the 
residents—is more important than the quantitative results. A residency may facilitate 
self-reflection and bonding with nature, which would be similar to a retreat or a 
sanatorium, but it would not be a residency without a professional programme designed 
specifically for artists. A residency may specialise in a particular craft, such as pottery, 
and offer residents an opportunity to work in this discipline and learn new techniques, 
but it cannot be reduced to a paid course in ceramics or other interesting leisure activity. 

A successful art residency programme should always give participants a new meaningful 
experience. If they are lucky, this experience will transform both the residents and the 
place where the residency takes place (without harming its environment). This can only 
be achieved when the residency organisers have a good understanding of what makes 
their place special, what the residents’ professional needs are, and how to strive to meet 
them in the programme’s time allotted. This is not an easy task, as it requires the 
understanding of your professional area, careful planning, substantial human and 
financial resources, and dialogue. It is absolutely impossible to accomplish if the 
organisers call something a ‘residency’ that is not: a potato pancake festival, a 
symposium of florists and decorators, or an ‘art boutique hotel’. 

We would like to note that an art residency as a format is not inherently better than a 
‘plein air,’ a festival, or a workshop. However, this Toolkit is only about residencies.

.

.

.

Sustainable, pilot, or situational?

The Ukrainian Cultural Foundation distinguishes the following types of art residencies: 
A sustainable art residency takes place with a certain frequency for at least several 
years, aims to solve a range of problems in a particular art sector (it can also focus on 
certain practices or subject areas), and in the long run is capable of forming new 
visions for this sector.
A situational art residency usually takes place in order to reflect on a particular event 
or figure within a specific time period or uses a certain resource that is available only 
temporarily (for example, a vacant space).
A pilot art residency is organised to test a new space or format of interaction.

6



What Is Your Residency For?

.

.

.

.

.

.

.

If you answered ‘yes’ to the main question posed in the previous section, the following 
one is no less important: what is this residency for? When answering, try to be as honest 
and elaborate as you can. What is it that motivates you to start a residency programme, 
what attracts you to this idea? What problems do you want to solve with it? If you have a 
team, discuss your motivations together: do you share the same vision? 
  
In the previous section, we have already mentioned what a residency gives to the artist, 
but what can a residency give to the organisers and the community? Some common 
drivers include:
     Developing the environment you live in, revitalising cultural life, and enriching cultural 
diversity in your community (involving the community in the art process and participation 
in the residents’ art projects (participatory practices); non-formal education for the 
community and micro-communities of the city or region, etc.) 
     Promoting the idea of decentralisation in culture, drawing attention to the cultural, 
social, industrial, and natural heritage of your region
     Creating a space for exchange of ideas and new methods of work, encouraging 
creative experiments
     Providing artists with the space and time for focused work and creation of new 
artworks
     Developing a subject area or finding a solution to a particular problem (ecology, 
decolonisation, gentrification, art in public space, etc.)
     Expanding a partner network and engaging in cultural dialogue 
     Personal professional development
 

Iryna Polikarchuk, Director of the Artsvit Gallery (Dnipro)

“At some point, we realised that residencies are an effective way to discover 
new names, establish new institutional partnerships, and also that this format 
gives us the opportunity to work with the local context.”
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A residency can be an effective tool for developing the 
local community and making the region more attractive 
for tourism. Some residencies are created to collectively 
develop an art project or protect a historical monument. 
For example, through their Nad Bohom residency series, 
the initiative DE NE DE saved a cinema in the centre of 
Vinnytsia from destruction.

Your motivation may be completely different, but the 
main thing is that it should be clearly articulated and 
communicated with the team and the community for 
which you are creating the residency. Based on this 
vision, you can define the specific goals of your 
residency, draft a preliminary concept, and list the 
expected results. Your goal should be achievable in the 
foreseeable future; therefore, it should be quite specific 
and realistic in terms of your resources. Everything that 
your residency does should serve to achieve this goal.

Once you are done with the first two questions, it is time 
to have a look at the available resources. When 
budgeting for a future project, you usually think about 
the expenses that will be covered by external funding 
sources: grants, sponsors, etc. However, it is equally important 
to understand what tangible and intangible resources you have at the very 
beginning: they are your contribution to the project, which is also valuable.

Let us start with the location: often, it is the place that is a key factor in creating a 
residency. A cosy hut in a remote area in the Carpathian mountains; a culture centre in a 
village that has not been used for its intended purpose for a long time; a flat in a 
residential area of an industrial city, etc. This is the resource on which you can build when 
planning a residency. Not only the space for the residency itself, but also your knowledge 
of the local context, its history, interesting places, and people you should definitely 
introduce the residents to—all of these are your assets. Remember: what seems 

What You Have 
(and What You Don’t)

“At some point, we realised that residencies are an 
effective way to discover new names, establish 
new institutional partnerships, and also that this 
format gives us the opportunity to work with the 
local context.”

When setting the goals of your 
residency, it is desirable to make 
sure that they address the actual 
needs of the environment. Are the 
problems you are trying to solve 
really urgent? How many people in 
your community need it? Based on 
what data do you determine the 
relevance of your residency? Are 
there similar organisations in your 
region already? You should take this 
into account, because while you 
could reinforce each other, you 
might also end up doubling up on 
their work, which could lead to 
conflicts. 

If you have experience working in 
your community, you might already 
have answers to many of these 
questions. However, never rely solely 
on your own opinion. Do some 
research, talk to colleagues in your 
community and culture professionals 
from other cities to get unbiased 
feedback on your idea.

Understanding 
the context
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commonplace and mundane to you may be exotic to residents from other places and 
might arouse their genuine interest. Know and nurture the strengths of your place and 
your community.

What else can you offer to the residents besides the space 
and the surrounding area? It can be technical equipment; 
even a regular printer can become a tool for creating zines. 
Your art library, archive, or a small collection of art can be 
substantial resources. Your expertise, your network of 
professional contact, maybe even the status of taking part 
in your residency, which the participants can then mention 
in their portfolios, are also incredibly valuable. Perhaps you 
can invite not only a professional audience, but also the 
media and even local authorities to the final presentation of 
the residency? As you can see, you may already have lots of 
valuable resources in your hands. But remember: 
the most valuable thing you can offer to the residents is 
your personal time and care.

Sometimes, the core of a residency is 
not a space but an idea. Then it 
doesn’t matter where the residency 
takes place. It can be a rented flat or 
a tent city in the wilderness. 
Sometimes, the very concept of a 
residency is that there is no 
attachment to a specific location, 
and instead the emphasis is on being 
nomadic, wandering from one place 
to another.

Nomadic 
residencies
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Caring for your future residents starts with thinking about their needs during the 
programme. Check if you have all of the following:
     Basic living conditions (a separate room for each resident, hot and cold running water, 
kitchen, access to drinking water, Wi-Fi, a working toilet in the premises), a comfortable 
place for residents to work, work materials, or a place to purchase them nearby
     Infrastructure (grocery stores, public transit, etc.), or the ability to use a bicycle/other 
means of transportation (for example, providing residents with a free transport pass)
     Ability to host artists for a sufficient period of time to ensure a meaningful residency
     Capacity to host residents with families
     No mandatory requirement to create artworks or projects if residents do not have the 
opportunity or inner resources to work on them

If you are missing something from this list, think about how you can compensate for it. 
And most importantly, if you cannot provide something, articulate it openly in the 
residency description. Be as honest as possible with your future residents about the 
living conditions. Even before the residency, describe the space where they will be living 
and the local infrastructure in great detail (preferably with photos). It is better for a 
resident to know in advance that, for example, they will share a common space with 
others and have one shower per floor.

For some people, pets are like family members who travel with them everywhere. Being 
pet-friendly is definitely an advantage for a residency, but it also comes with responsibili-
ty, since you have to take into account the desires of all the artists staying at the residen-
cy at the same time, and ensure a comfortable stay for people who may have allergies. To 
make a room ready for a new resident after the stay of a resident with an animal, you will 
need to sanitise the room or have special equipment that will neutralise the effects of 
allergens. 

.

.

.

..

Team
Perhaps your main treasure is the people who are ready to work on the residency
programme with you. Hold on to them! At every stage of organising a residency, think not 
only about the wellbeing of the residents but also the mental health of your co-workers, 
and maintaining a friendly atmosphere, with trust and understanding within the team. 
Without this, a successful residency is impossible.
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Leonid Marushchak, researcher and member 
of DE NE DE (Vinnytsia)

“It takes the most time to find a team.”

Residency teams are usually small and people tend to combine different roles, the main 
among them being curatorial, managerial, communications, and accounting/legal. While 
there is nothing wrong with being multipotential and multitasking, you should remember 
the words of Iryna Polikarchuk from the Artsvit Gallery: 

Do not leave all the processes to one person, and make sure that you have enough 
resources to perform each key function, regardless of the number of people in the team.  

Let us take a closer look at the competencies required for a successful residency 
programme. 

The curator of a residency is responsible for meaningful 
content: they design the conceptual aspects of the 
programme, help the participants work on project ideas, 
make sure that the works created correspond to the 
residency’s theme, and are responsible for the final 
presentation of the project results (if any). If the selection to 
the residency is based on an open call, the curator (together 
with other team members) will select the participants. The 
curator is often the person who would fill in a funding 
application’s sections about the residency’s goal, themes, and 
expected outcomes. In addition, they might work on an 
additional lecture programme, compile thematic reading lists 
(so-called ‘readers’) for the participants, moderate 
discussions, etc. Similar to an exhibition curator, a residency 

Come up with a short name for 
your residency that best captures 
the essence of what you do. 
Make it easy to remember. Often, 
the name refers to the place 
where the residency takes place. 
If possible, avoid names that are 
too general and think about 
transliteration or an alternative 
name for your residency in 
English. 

Name

“ I’ll just do it all myself ” is a common problem that ends up with everyone 
being exhausted. ”
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curator is usually a person who has a degree in humanities and a background in the 
residency’s theme (for example, they may research this subject) that allows them to 
articulate it in a professional way. 

A manager is a person who makes a residency programme happen. It can be useful to 
distinguish between the two main functions of a residency manager, as they can be 
performed by one person or multiple people: project management and coordination. 
Although different organisations may have different names for these positions, the 
project manager leads the team and is responsible for the project implementation from 
start to finish, while the coordinator works directly with the residents. 

A project manager writes grant proposals (together with the curator and the accountant), 
creates the budget and schedule for the residency project, selects the team, defines the 
functions and key tasks of its members, ensures that these tasks are completed on time, 
and is responsible for reporting on the project. If the residency receives external funding, 
it is the project manager who is usually the contact person for sponsors and donors. 
Often, project managers are also responsible for signing the necessary contracts and 
project documentation.

A coordinator is the first point of contact for the residents. Leonid Marushchak (DE NE 
DE) jokes that: 

But local artists-in-residence do too, and it is usually the responsibility of the coordina-
tor, who, depending on the situation, can combine the roles of a personal assistant, fixer, 
interpreter, and bar companion. It is the coordinator who the residents will call in case of 
illness, lost keys to the accommodation, a flood, or a taxi that never arrived. That is why 
it is essential for residency coordinators to define their own boundaries so that friendly 
relations with residents do not turn into abusive ones. 

Often, the coordinator’s task is to conduct preliminary communication with the residents: 
to send them an email with the participation agreement and information about the 
location, agree on their time of arrival, and buy tickets. Later, to arrange a transfer from 
the airport, check them in, give them their per diem, tell them about the nearest stores 
and places to eat, and introduce them to the team. During the residency, the coordinator 
helps residents with production, logistics, sourcing materials, exhibition installation, etc.

“A foreign artist needs several babysitters.A foreign artist 
needs several babysitters.”
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Visibility is usually a big part of a residency’s success. That is why a communications 
person, or PR manager, is an indispensable part of your team. Regardless of the scale of 
your residency and the size of the audience you want to reach, you need someone to tell 
the target community about your initiative. Often, incredibly interesting projects go 
unnoticed just because of the lack of competent and consistent communications. The 
communications manager drafts (together with the curator) and publishes all the neces-
sary information about the project: press releases, announcements, posts on social 
media, etc. They are responsible for communication with the media, and for monitoring 
and managing external communications about the residency. It is also the function of the 
communications manager to work with a graphic designer to develop the residency’s 
visual identity and create images needed for communication: from the residency logo and 
to content for Instagram stories.

No matter what your residency budget is, you will not be happy if someone in the team 
makes a miscalculation and you will have to pay for the project out of your own pocket. 
You will be even less happy if you are forced to pay a fine for incorrectly filed legal or 
accounting documents. For this, you should hire a professional accountant who has 
experience and is well-versed in Ukrainian law. They do not have to work full-time with 
the team, but an accountant is absolutely necessary at the stages of calculating the 
project budget as well as financial reporting, and, of course, for making any payments 
during the project. You may also need a certified lawyer to draft contracts, including 
residency agreements (often, the same person with a law and/or accounting degree is 
responsible for accounting and document management in the organisation). Finding an 
experienced accountant or lawyer in Ukraine is not that difficult, but it is much harder to 
find someone who understands the peculiarities of the cultural industry and will seek the 
necessary legal solutions to implement the residency programme as you intend it, and 
not force you to make unnecessary compromises. Accountants and lawyers who are 
motivated and sensitive to your needs are worth their weight in gold!  

“I would really like to see superheroes who would help small institutions 
manage social media and attract attention. Unfortunately, a PR manager is 
the last person you can afford.” 

Nastia Khliestova, co-founder of 127 Garage Gallery (Kharkiv)
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It is great to have a person in the team who is responsible for relations with the 
authorities and local businesses, who can promote the residency’s interests at the local 
level, talk about the positive results of your activities and mutually beneficial growth 
areas, as well as attract additional resources. Such a person can also serve as a 
fundraising manager and search not only for sponsors but also partners (local 
government, administration of local institutions, etc.) who will support the project, and 
apply for grant programmes. The longer your residency exists, the more you will need 
stable funding to keep the programme going, and the more you will need the services of a 
fundraising manager.

If your residency is international, it is important that most of the team members speak 
English, especially the coordinators. However, you will often still need to hire a 
professional interpreter/translator to interpret public events or draft foreign-language 
communication materials. If texts are translated from Ukrainian into a foreign language 
by a Ukrainian professional, ideally, a native speaker of that language should also be 
involved in the final round of proofreading.

Finally, do not forget about the volunteers. Meeting and greeting the residents, helping 
with registration, preparing presentation packages, or other organisational tasks that 
require time and extra help—volunteers can help with all of these. But remember that 
volunteering is not voluntary slavery, and the volunteer work that you do not pay for still 
deserves respect and reward. People can have various motivations for volunteering: some 
want to do something good and feel useful, others want to meet new people, and some 
may be interested in the prospect of working with your organisation and possibly joining 
it in the future.

It is important that you designate a volunteer manager in your team who will set tasks for 
the volunteers and supervise their work, and who will also be the point person for 
addressing their questions. If the work of volunteers is not coordinated effectively, they 

Petro Ryaska, founder of the Sorry No Rooms Available residency (Uzhhorod)

“We got the grant, and with it the legal issues. Copyright, property rights to 
the website, and insurance. You need a good lawyer just like you need an 
accountant. Someone who can navigate the situation in Ukraine and the 
international context.” 
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may do more harm than good. It is highly recommended that the manager keep a 
database of potential volunteers who will be happy to help with various projects and or 
even periodically become full-time team members.

Create a pleasant and transparent working environment for the volunteers: gather them 
together to explain the tasks and discuss straight away the scope of work and hours you 
will need them. Make volunteers feel that their work is appreciated: don’t forget to thank 
them, for example, have a free pizza party, present them with a volunteer certificate and 
residency merchandise at the end of the project, and offer to write a letter of 
recommendation. The best indicator of the quality of your work with the volunteers is 
how many of them come back to you the following year.

15



Partners
Another crucial resource that can significantly strengthen your residency is cooperation 
with institutions, local businesses, or local authorities. Such cooperation can be based on 
a variety of principles: partners can share their expertise or staff time with you pro bono; 
provide communications support; help with tangible resources or permits; or co-fund 
your project. Sometimes it can be a barter-based partnership, when, for example, the 
owners of a café are willing to feed your residents in exchange for mentioning them in 
your information materials.

The local community is of great value when launching a residency. Cultivate a community 
of like-minded people who are ready to provide you with informational, technical, 
financial, and moral support, and lend a hand at the launch stage or in the further 
promotion of the residency. Look for new connections and partnerships on social media, 
at joint art events, in professional chats, and always be ready to support colleagues who 
may come to you with a similar request.

Collaborations with friendly institutions often start naturally due to common interests 
and beliefs. If there are such organisations in your city, you probably already know about 
them. There is nothing wrong with holding a residency with a circle of friends you know 
and trust. At the same time, it is hard to get outside your bubble, but it is good for you. 
There are dozens of organisations in other cities, and maybe even abroad, that might be 
interested in partnering with you to organise residencies. Often, such institutions have 
budgets to cover not only their own expenses but also joint ones. But regardless of the 
financial matters, exchange residencies can be a very productive format when you host 
foreigners selected by a partner institution, and they, in turn, host Ukrainian residents 
selected by you.

“The most challenging thing is to establish local partnerships and 
connections. Sometimes you receive money, and by the time it arrives, 
these connections are no longer there.”
Yurii Kruchak, co-founder of Open Place residency (Kyiv)

16



There are many ways to look for partners. You can research the projects that have been 
recently implemented around the themes you are interested in and contact their 
organisers. You can google institutions using keywords. It is very useful to take part in 
professional conferences with networking sessions, as well as study visits to other cities 
or countries. Meet, build contacts, and consult with international missions and culture 
offices. If you are looking for international partners, pay attention to the cultural 
missions of the countries you are interested in and cultural diplomacy institutions 
(British Council, Goethe-Institut, Adam Mickiewicz Institute, French Institute, Czech 
Centre, etc.) that have their own partnership networks. The Creative Europe website also 
provides a lot of useful information if you are looking for partners in Europe.

Before approaching international partners, make sure you have something to show them. 
If this is your first residency, highlight your previous experience as an organiser to 
convincingly show that you are not a stranger in this area. Having a residency website is 
a huge advantage. There are many services nowadays that allow you to create your own 
website for free or at a very low cost. Even a modest landing page with basic information 
about your residency programme will make a much better impression on foreign 
institutions than a link to a Facebook page, even if it has several thousand followers. 

For your application to be effective, it must be substantive. If you don’t have a website, 
have a neat PDF presentation in English ready for prospective partners (do not use 
formats that may be displayed differently on different devices). Respect the time of your 
future partners and briefly describe the idea of your residency, your resources, and what 
you need or how you imagine potential cooperation.

Finding Additional Resources
All the resources listed above are the basics needed to start a residency. However, even if 
you have all of these, you may still need funds to pay your team and provide your 
residents with everything they need: from tickets to working materials. For this, you will 
need additional funding, such as grants or sponsorship.

Art residencies are a popular project format that is eagerly supported by organisations 
around the world. You can look for grant opportunities for your residency on the 
websites of such organisations as Transartists, Res Artis, On the Move and others. You 
can also ask them for communications support and use their help to find artists from 
other countries.
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Every country usually has one or more large government 
agencies that finance culture. This can be the Ministry 
of Culture or its equivalent (in the United States, for 
example, it is a federal agency called National Endowment 
for the Arts), cultural diplomacy institutions 
(e.g. British Council in the UK or Goethe-Institut 
in Germany), state foundations (e.g. the Prince Claus 
Foundation in the Netherlands), the government of 
a particular region or city, or another governmental body. 
In the European Union, there are also international culture 
funding programmes such as the above-mentioned 
Creative Europe or i-Portunus. Usually, it is these large 
institutions and programmes that provide funding 
for organisations. In some countries, such as the United States, 
private organisations—charitable foundations, philanthropists, 
or businesses—play a leading role in funding culture and arts. 

Also, remember about the opportunities in Ukraine. The main state donor for cultural 
projects is the Ukrainian Cultural Foundation, and although at the time when this Toolkit 
was being written there no longer was a dedicated programme to support art residencies, 
you can still apply with a residency project in other programmes and categories. In 
addition, every city and village in Ukraine has a local budget that can be allocated for 
cultural initiatives, and by demonstrating the benefits of your residency to the local 
community, you can secure financial support that has the potential to become 
permanent. 

Finding public and private donor organisations around the world takes a lot of time, but 
it is worth it. If you are already subscribed to mailing lists with opportunities for culture 
professionals, pay attention to the organisations that provide these opportunities and 
learn more about them. Do your own research, don’t neglect the usual Google search for 
‘Support for art and culture in [...]’ where you put a country name instead of the ellipsis. 
Don’t worry if you don’t know the language of a particular country; Google Translate will 
do a great job. When you find an organisation that might be of interest to you, be active 
on social media, comment on their posts and share them on your own pages, turn on 
notifications and subscribe to newsletters in order to stay informed about new 
opportunities.

If your residency cannot cover all 
the expenses, you can offer your 
residents help in finding funding. 
For example, you can jointly 
apply for a scholarship that 
would cover all the costs of 
staying and working at the 
residency. Look for such 
opportunities on Fully Funded 
Residencies, On the Move, and 
other resources.

Subgranting
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Since the financial year in different countries starts and ends at different times, it is worth 
keeping an eye out for opportunities year-round. However, always keep in mind that large 
grants (and grants for organisations are usually large) require a longer planning horizon, 
so you often need to apply for such funding (and therefore, have a clear idea of your 
residency plans) a year in advance, or even longer.

As a rule, state organisations primarily support cultural initiatives in their own country. 
However, today most programmes that support culture and arts include international 
cooperation, and cooperation with Ukrainian organisations is a priority for many Western 
institutions. Therefore, in many cases, you can find a friendly institution, say, in Austria, 
and apply together for funding from the local government of the federal state where this 
institution is located.

It is also common practice to attract private funding for residencies. Private entrepreneurs 
and businesses are often open to the idea of financially supporting a particular art form 
or artist, and while it is not easy to find a private patron, it is not impossible. Research 
your cultural environment, look for art collectors or even frequent visitors to local 
exhibitions and other cultural events. Find out more about local entrepreneurs and their 
interests, for example, on social media. If you find common ground with the subject area 
of your residency, invite them to your events, offer to subscribe to your newsletter and 
the residency’s social media pages, keep in touch, and later you can propose that they 
become a patron of your residency. The more information potential patrons have about 
your project, the more likely they are to support it.

Sponsors can financially support the implementation of the residency programme or the 
participation of an individual artist in it. In this case, you should think about how you can 
thank the sponsor for their help. Make your sponsor feel that their contribution is really 
important. Invite the sponsor to the residency and introduce them to the participants: it 
can be a joint dinner or something more modest and informal (depending on your 
resources and preferences). In Ukraine, it is still a common practice to gift patrons the 
artworks created by artists during a residency; if possible, try to avoid such practices, or 
at least ask the artists about the real cost of their work. For such cases, it is a good idea 
to create limited runs of signed art prints. A compromise may be to give the sponsor the 
privilege of seeing an artwork first and purchasing it directly from the artist. This way, you 
ensure the special status of the patron, while empowering artists by helping them set 
market prices for their works. 

19



Young entrepreneurs who are interested in arts and understand the importance of 
investing in culture often want to be co-creators of a project and take part in discussions 
about its concept, programme, etc. This may not be a problem for organisers or 
participants, but not everyone is ready to let strangers into their creative process. 
Therefore, it is worth discussing at the very beginning how a potential patron sees their 
role in the project, besides their financial support.

Another source of funding that has become widespread in Ukraine is crowdfunding. If 
your cause resonates with other people’s values and if you have a knack for 
communications, you should open an organisation account to which people can donate 
money to support you. To get started, you can simply set up a PayPal account to easily 
receive online transfers, including from abroad, as well as a Patreon page where your 
fans can sponsor you on a regular basis by donating a fixed amount each month. Today, 
Ukraine also has its own analogues of Patreon for cultural initiatives such as YoKu. And if 
you have good communication resources and are ready to actively conduct a media 
campaign to support your residency for at least a few months, you can register a project 
on Biggggidea and set the amount you need to raise within the limited time. Note that if 
you do not raise the full amount, all funds will be returned to the contributors.

Whichever of these options you choose, remember that many organisations hire a 
fundraising manager for a reason. It is debatable which of the listed forms of funding will 
require the least amount of effort on your part, but be aware: it will never be easy. 
Therefore, always try to choose the donors or sponsors with values you share, and allow 
enough time for finding additional funding at the planning stage.
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Congratulations, you are making a 
residency! In this part, we will discuss 
the most important aspects of 
organising a project and the technical 
details that you should keep in mind for 
everything to go smoothly.

During 
the Residency

Part 2.

Planning
If you are organising a residency for the first time, it is quite possible that you do not yet 
know whether it will be a sustainable, long-term endeavour. To become sustainable, you 
will need not only stable funding, but also long-term planning with a horizon of several 
years. If you set an ambitious goal at the start, say, to increase the tourist potential of 
your city, it is unlikely that you will be able to realise it with a one-time residency. 
Therefore, always remember that your goals require commensurate planning. 

Even the shortest programme with modest expected outcomes requires advance 
planning. A normal planning horizon for small-scale projects is one year. You need this 
primarily to ensure adequate funding. The year-long calendar plan can be revised later, 

but it is advisable that you have a detailed plan of action a few months before the 
residency begins, and that it does not change fundamentally. 

You and each team member should understand and be aware of the activities and 
deadlines, the workload intensity, and the distribution of responsibilities in advance. 
When planning your residency programme, make sure that you realistically assess your 
workload, resources, and external circumstances, and allow enough time for each stage of 
the residency organisation. Don’t forget to allow extra time for each stage in case of 
emergencies—they will inevitably happen. The more people are involved in the residency, 
both organisers and residents, the more time you should allow for all the processes. Try 
to anticipate possible project risks (e.g. flight cancellation, illness, rain during the whole 
period of the residency, etc.) and ways to mitigate them (time allowance at the beginning 
and end of the residency, contacts of an English-speaking doctor, planning backup 
activities indoors, etc.).

Calendar planning allows you to evenly distribute the residency activities, avoid 
overlapping several important tasks at the same time, and take into account such 
seemingly trivial but important things as public holidays or seasons. For example, if you 
are planning to hold a residency in a remote area, think about how convenient it will be to 
get to the location in cold or snowy weather. Will you have a hard time with heating and 
electricity? If a resident plans to work outdoors, how comfortable and safe will it be? It is 
very helpful to have a preliminary plan of meetings and events during the residency. For 
example, if the residency is long-term, you can plan the first two weeks, and then create a 
weekly plan during the meetings with the residents. Having a pre-agreed plan helps you 
avoid situations where a person the resident wants to meet is busy or away, and the 
venue for your planned public event is not available on the required date.

Each task in your plan should be assigned to one person. This doesn’t mean you can’t 
involve other people from the team to complete the task, but don’t forget a simple truth: 
when everyone is responsible for a task, no one is really responsible. A good plan also 
includes expected outcomes (quantitative and qualitative) and criteria for evaluating the 
success of the project. The more detailed your work plan is, the more smoothly the 
residency will go, because each team member will have their own area of responsibility 
and a clear timeline to follow. We recommend you to use calendar planning tools such as 
the Gantt chart or Scrum, or special software such as Worksection, Asana, Trello, etc. that 
greatly facilitate the process of planning and further implementation of the project.

It also makes sense to communicate ithe general project schedule in advance to the 
prospective residency participants on your social media and website. The plan can 
indicate the open call deadlines, the date when the selection results will be announced, 
the dates of the residency programme itself, including the date of the final presentation 
of the results, if any. This will help interested artists to synchronise their plans with yours 
and increase your chances of receiving quality applications.

We suggest that you use the Checklist we have created to remind yourself and your team 
of each important task during your planning process.

Programme
The programme is the heart of your residency. It is all the activities you envision for your 
residents. A residency without a programme is nothing more than renting space for 
artists. 

Based on the programme, we can distinguish the following residency formats:
     Production-based residencies aim at creating new works by artists. Such residencies 
can focus on both the production of ready artworks and their presentation (exhibition, 
concert, etc.) and prototyping, when the process is more valuable than the result. The 
usual duration is from one month to one year.
     Research residencies are thematic residencies dedicated to artistic research of a 
certain predefined problem. They involve working with sources (local libraries, archives, 
museums, interviews with citizens/residents, etc.) and a specific format of presenting the 
results (exhibition, publication, video, etc.). Research residencies require curators who are 
professionals in a given subject area. The duration is from several weeks to several 
months. 
     Introductory residencies are residencies that focus on introducing the residents to the 
local art community and networking. Meetings programming should be tailored to the 
interests of the residents, as the main goal of introductory residencies is to establish new 
contacts and prospective future collaborations. The duration is from several days to 
several months.
     Educational residencies focus on the educational component. Unlike formal 
educational programmes, such residencies have a much more open and free format, often 
work with unconventional forms of knowledge production outside of traditional 
educational and qualification programmes, and do not provide for knowledge control or 
certificates. The duration is from several weeks to several months.

Budget
The budget is often seen as a secondary technical document that you adjust to the 
funding opportunities, for sponsorship/partnership requests, or for submitting a grant 
application. Such an attitude to your major financial document plays against your project 
and can negatively affect its implementation. After all, the budget is one of the main 
project planning documents, it is a roadmap, where revenues (if any) and expenses are 
quantified to achieve your ultimate goals.

The budget can be considered an umbrella document because it covers and affects the 
work of all the project participants involved. It is the basis for planning the location and 
logistics, team composition, and number of future residents. Therefore, it is important to 
take this document seriously and start drafting it at the first stage of the project.

The overall residency budget should include all possible expenses, the scope of work of 
the involved staff or outside professionals, and possible sources of funding. Before you 
start budgeting, it is important to write down all the resources that may be needed during 
the implementation of the residency programme. Next, to make an audit of the available 

resources and write out a separate list of those for which 
you will need to find funding. Remember that the project 
resources are not only cash flow, but also equipment, 
materials, administrative or legal support, volunteer work, 
etc.

A list of the major expenditure items can be as follows:

Pay special attention to taxes; if you do not include the 
correct amount in the cost of goods and services in your 
budget, you will have to pay additional amounts out of 
pocket or underpay those implementing the project. In the 
case of large projects, taxes can reach very big amounts. 
That is why in the first section we emphasised the 
importance of having a professional accountant in the team who 
will help you budget correctly and be responsible for all the payments within 
the project. In particular, pay attention to the following types of expenses:
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If you are organising a residency for the first time, it is quite possible that you do not yet 
know whether it will be a sustainable, long-term endeavour. To become sustainable, you 
will need not only stable funding, but also long-term planning with a horizon of several 
years. If you set an ambitious goal at the start, say, to increase the tourist potential of 
your city, it is unlikely that you will be able to realise it with a one-time residency. 
Therefore, always remember that your goals require commensurate planning. 

Even the shortest programme with modest expected outcomes requires advance 
planning. A normal planning horizon for small-scale projects is one year. You need this 
primarily to ensure adequate funding. The year-long calendar plan can be revised later, 

but it is advisable that you have a detailed plan of action a few months before the 
residency begins, and that it does not change fundamentally. 

You and each team member should understand and be aware of the activities and 
deadlines, the workload intensity, and the distribution of responsibilities in advance. 
When planning your residency programme, make sure that you realistically assess your 
workload, resources, and external circumstances, and allow enough time for each stage of 
the residency organisation. Don’t forget to allow extra time for each stage in case of 
emergencies—they will inevitably happen. The more people are involved in the residency, 
both organisers and residents, the more time you should allow for all the processes. Try 
to anticipate possible project risks (e.g. flight cancellation, illness, rain during the whole 
period of the residency, etc.) and ways to mitigate them (time allowance at the beginning 
and end of the residency, contacts of an English-speaking doctor, planning backup 
activities indoors, etc.).

Calendar planning allows you to evenly distribute the residency activities, avoid 
overlapping several important tasks at the same time, and take into account such 
seemingly trivial but important things as public holidays or seasons. For example, if you 
are planning to hold a residency in a remote area, think about how convenient it will be to 
get to the location in cold or snowy weather. Will you have a hard time with heating and 
electricity? If a resident plans to work outdoors, how comfortable and safe will it be? It is 
very helpful to have a preliminary plan of meetings and events during the residency. For 
example, if the residency is long-term, you can plan the first two weeks, and then create a 
weekly plan during the meetings with the residents. Having a pre-agreed plan helps you 
avoid situations where a person the resident wants to meet is busy or away, and the 
venue for your planned public event is not available on the required date.

Each task in your plan should be assigned to one person. This doesn’t mean you can’t 
involve other people from the team to complete the task, but don’t forget a simple truth: 
when everyone is responsible for a task, no one is really responsible. A good plan also 
includes expected outcomes (quantitative and qualitative) and criteria for evaluating the 
success of the project. The more detailed your work plan is, the more smoothly the 
residency will go, because each team member will have their own area of responsibility 
and a clear timeline to follow. We recommend you to use calendar planning tools such as 
the Gantt chart or Scrum, or special software such as Worksection, Asana, Trello, etc. that 
greatly facilitate the process of planning and further implementation of the project.

It also makes sense to communicate ithe general project schedule in advance to the 
prospective residency participants on your social media and website. The plan can 
indicate the open call deadlines, the date when the selection results will be announced, 
the dates of the residency programme itself, including the date of the final presentation 
of the results, if any. This will help interested artists to synchronise their plans with yours 
and increase your chances of receiving quality applications.

We suggest that you use the Checklist we have created to remind yourself and your team 
of each important task during your planning process.
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The programme is the heart of your residency. It is all the activities you envision for your 
residents. A residency without a programme is nothing more than renting space for 
artists. 

Based on the programme, we can distinguish the following residency formats:
     Production-based residencies aim at creating new works by artists. Such residencies 
can focus on both the production of ready artworks and their presentation (exhibition, 
concert, etc.) and prototyping, when the process is more valuable than the result. The 
usual duration is from one month to one year.
     Research residencies are thematic residencies dedicated to artistic research of a 
certain predefined problem. They involve working with sources (local libraries, archives, 
museums, interviews with citizens/residents, etc.) and a specific format of presenting the 
results (exhibition, publication, video, etc.). Research residencies require curators who are 
professionals in a given subject area. The duration is from several weeks to several 
months. 
     Introductory residencies are residencies that focus on introducing the residents to the 
local art community and networking. Meetings programming should be tailored to the 
interests of the residents, as the main goal of introductory residencies is to establish new 
contacts and prospective future collaborations. The duration is from several days to 
several months.
     Educational residencies focus on the educational component. Unlike formal 
educational programmes, such residencies have a much more open and free format, often 
work with unconventional forms of knowledge production outside of traditional 
educational and qualification programmes, and do not provide for knowledge control or 
certificates. The duration is from several weeks to several months.

Budget
The budget is often seen as a secondary technical document that you adjust to the 
funding opportunities, for sponsorship/partnership requests, or for submitting a grant 
application. Such an attitude to your major financial document plays against your project 
and can negatively affect its implementation. After all, the budget is one of the main 
project planning documents, it is a roadmap, where revenues (if any) and expenses are 
quantified to achieve your ultimate goals.

The budget can be considered an umbrella document because it covers and affects the 
work of all the project participants involved. It is the basis for planning the location and 
logistics, team composition, and number of future residents. Therefore, it is important to 
take this document seriously and start drafting it at the first stage of the project.

The overall residency budget should include all possible expenses, the scope of work of 
the involved staff or outside professionals, and possible sources of funding. Before you 
start budgeting, it is important to write down all the resources that may be needed during 
the implementation of the residency programme. Next, to make an audit of the available 

resources and write out a separate list of those for which 
you will need to find funding. Remember that the project 
resources are not only cash flow, but also equipment, 
materials, administrative or legal support, volunteer work, 
etc.

A list of the major expenditure items can be as follows:

Pay special attention to taxes; if you do not include the 
correct amount in the cost of goods and services in your 
budget, you will have to pay additional amounts out of 
pocket or underpay those implementing the project. In the 
case of large projects, taxes can reach very big amounts. 
That is why in the first section we emphasised the 
importance of having a professional accountant in the team who 
will help you budget correctly and be responsible for all the payments within 
the project. In particular, pay attention to the following types of expenses:
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Planning
If you are organising a residency for the first time, it is quite possible that you do not yet 
know whether it will be a sustainable, long-term endeavour. To become sustainable, you 
will need not only stable funding, but also long-term planning with a horizon of several 
years. If you set an ambitious goal at the start, say, to increase the tourist potential of 
your city, it is unlikely that you will be able to realise it with a one-time residency. 
Therefore, always remember that your goals require commensurate planning. 

Even the shortest programme with modest expected outcomes requires advance 
planning. A normal planning horizon for small-scale projects is one year. You need this 
primarily to ensure adequate funding. The year-long calendar plan can be revised later, 

but it is advisable that you have a detailed plan of action a few months before the 
residency begins, and that it does not change fundamentally. 

You and each team member should understand and be aware of the activities and 
deadlines, the workload intensity, and the distribution of responsibilities in advance. 
When planning your residency programme, make sure that you realistically assess your 
workload, resources, and external circumstances, and allow enough time for each stage of 
the residency organisation. Don’t forget to allow extra time for each stage in case of 
emergencies—they will inevitably happen. The more people are involved in the residency, 
both organisers and residents, the more time you should allow for all the processes. Try 
to anticipate possible project risks (e.g. flight cancellation, illness, rain during the whole 
period of the residency, etc.) and ways to mitigate them (time allowance at the beginning 
and end of the residency, contacts of an English-speaking doctor, planning backup 
activities indoors, etc.).

Calendar planning allows you to evenly distribute the residency activities, avoid 
overlapping several important tasks at the same time, and take into account such 
seemingly trivial but important things as public holidays or seasons. For example, if you 
are planning to hold a residency in a remote area, think about how convenient it will be to 
get to the location in cold or snowy weather. Will you have a hard time with heating and 
electricity? If a resident plans to work outdoors, how comfortable and safe will it be? It is 
very helpful to have a preliminary plan of meetings and events during the residency. For 
example, if the residency is long-term, you can plan the first two weeks, and then create a 
weekly plan during the meetings with the residents. Having a pre-agreed plan helps you 
avoid situations where a person the resident wants to meet is busy or away, and the 
venue for your planned public event is not available on the required date.

Each task in your plan should be assigned to one person. This doesn’t mean you can’t 
involve other people from the team to complete the task, but don’t forget a simple truth: 
when everyone is responsible for a task, no one is really responsible. A good plan also 
includes expected outcomes (quantitative and qualitative) and criteria for evaluating the 
success of the project. The more detailed your work plan is, the more smoothly the 
residency will go, because each team member will have their own area of responsibility 
and a clear timeline to follow. We recommend you to use calendar planning tools such as 
the Gantt chart or Scrum, or special software such as Worksection, Asana, Trello, etc. that 
greatly facilitate the process of planning and further implementation of the project.

It also makes sense to communicate ithe general project schedule in advance to the 
prospective residency participants on your social media and website. The plan can 
indicate the open call deadlines, the date when the selection results will be announced, 
the dates of the residency programme itself, including the date of the final presentation 
of the results, if any. This will help interested artists to synchronise their plans with yours 
and increase your chances of receiving quality applications.

We suggest that you use the Checklist we have created to remind yourself and your team 
of each important task during your planning process.

Programme
The programme is the heart of your residency. It is all the activities you envision for your 
residents. A residency without a programme is nothing more than renting space for 
artists. 

Based on the programme, we can distinguish the following residency formats:
     Production-based residencies aim at creating new works by artists. Such residencies 
can focus on both the production of ready artworks and their presentation (exhibition, 
concert, etc.) and prototyping, when the process is more valuable than the result. The 
usual duration is from one month to one year.
     Research residencies are thematic residencies dedicated to artistic research of a 
certain predefined problem. They involve working with sources (local libraries, archives, 
museums, interviews with citizens/residents, etc.) and a specific format of presenting the 
results (exhibition, publication, video, etc.). Research residencies require curators who are 
professionals in a given subject area. The duration is from several weeks to several 
months. 
     Introductory residencies are residencies that focus on introducing the residents to the 
local art community and networking. Meetings programming should be tailored to the 
interests of the residents, as the main goal of introductory residencies is to establish new 
contacts and prospective future collaborations. The duration is from several days to 
several months.
     Educational residencies focus on the educational component. Unlike formal 
educational programmes, such residencies have a much more open and free format, often 
work with unconventional forms of knowledge production outside of traditional 
educational and qualification programmes, and do not provide for knowledge control or 
certificates. The duration is from several weeks to several months.

Budget
The budget is often seen as a secondary technical document that you adjust to the 
funding opportunities, for sponsorship/partnership requests, or for submitting a grant 
application. Such an attitude to your major financial document plays against your project 
and can negatively affect its implementation. After all, the budget is one of the main 
project planning documents, it is a roadmap, where revenues (if any) and expenses are 
quantified to achieve your ultimate goals.

The budget can be considered an umbrella document because it covers and affects the 
work of all the project participants involved. It is the basis for planning the location and 
logistics, team composition, and number of future residents. Therefore, it is important to 
take this document seriously and start drafting it at the first stage of the project.

The overall residency budget should include all possible expenses, the scope of work of 
the involved staff or outside professionals, and possible sources of funding. Before you 
start budgeting, it is important to write down all the resources that may be needed during 
the implementation of the residency programme. Next, to make an audit of the available 

resources and write out a separate list of those for which 
you will need to find funding. Remember that the project 
resources are not only cash flow, but also equipment, 
materials, administrative or legal support, volunteer work, 
etc.

A list of the major expenditure items can be as follows:

Pay special attention to taxes; if you do not include the 
correct amount in the cost of goods and services in your 
budget, you will have to pay additional amounts out of 
pocket or underpay those implementing the project. In the 
case of large projects, taxes can reach very big amounts. 
That is why in the first section we emphasised the 
importance of having a professional accountant in the team who 
will help you budget correctly and be responsible for all the payments within 
the project. In particular, pay attention to the following types of expenses:
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Planning
If you are organising a residency for the first time, it is quite possible that you do not yet 
know whether it will be a sustainable, long-term endeavour. To become sustainable, you 
will need not only stable funding, but also long-term planning with a horizon of several 
years. If you set an ambitious goal at the start, say, to increase the tourist potential of 
your city, it is unlikely that you will be able to realise it with a one-time residency. 
Therefore, always remember that your goals require commensurate planning. 

Even the shortest programme with modest expected outcomes requires advance 
planning. A normal planning horizon for small-scale projects is one year. You need this 
primarily to ensure adequate funding. The year-long calendar plan can be revised later, 

but it is advisable that you have a detailed plan of action a few months before the 
residency begins, and that it does not change fundamentally. 

You and each team member should understand and be aware of the activities and 
deadlines, the workload intensity, and the distribution of responsibilities in advance. 
When planning your residency programme, make sure that you realistically assess your 
workload, resources, and external circumstances, and allow enough time for each stage of 
the residency organisation. Don’t forget to allow extra time for each stage in case of 
emergencies—they will inevitably happen. The more people are involved in the residency, 
both organisers and residents, the more time you should allow for all the processes. Try 
to anticipate possible project risks (e.g. flight cancellation, illness, rain during the whole 
period of the residency, etc.) and ways to mitigate them (time allowance at the beginning 
and end of the residency, contacts of an English-speaking doctor, planning backup 
activities indoors, etc.).

Calendar planning allows you to evenly distribute the residency activities, avoid 
overlapping several important tasks at the same time, and take into account such 
seemingly trivial but important things as public holidays or seasons. For example, if you 
are planning to hold a residency in a remote area, think about how convenient it will be to 
get to the location in cold or snowy weather. Will you have a hard time with heating and 
electricity? If a resident plans to work outdoors, how comfortable and safe will it be? It is 
very helpful to have a preliminary plan of meetings and events during the residency. For 
example, if the residency is long-term, you can plan the first two weeks, and then create a 
weekly plan during the meetings with the residents. Having a pre-agreed plan helps you 
avoid situations where a person the resident wants to meet is busy or away, and the 
venue for your planned public event is not available on the required date.

Each task in your plan should be assigned to one person. This doesn’t mean you can’t 
involve other people from the team to complete the task, but don’t forget a simple truth: 
when everyone is responsible for a task, no one is really responsible. A good plan also 
includes expected outcomes (quantitative and qualitative) and criteria for evaluating the 
success of the project. The more detailed your work plan is, the more smoothly the 
residency will go, because each team member will have their own area of responsibility 
and a clear timeline to follow. We recommend you to use calendar planning tools such as 
the Gantt chart or Scrum, or special software such as Worksection, Asana, Trello, etc. that 
greatly facilitate the process of planning and further implementation of the project.

It also makes sense to communicate ithe general project schedule in advance to the 
prospective residency participants on your social media and website. The plan can 
indicate the open call deadlines, the date when the selection results will be announced, 
the dates of the residency programme itself, including the date of the final presentation 
of the results, if any. This will help interested artists to synchronise their plans with yours 
and increase your chances of receiving quality applications.

We suggest that you use the Checklist we have created to remind yourself and your team 
of each important task during your planning process.

Programme
The programme is the heart of your residency. It is all the activities you envision for your 
residents. A residency without a programme is nothing more than renting space for 
artists. 

Based on the programme, we can distinguish the following residency formats:
     Production-based residencies aim at creating new works by artists. Such residencies 
can focus on both the production of ready artworks and their presentation (exhibition, 
concert, etc.) and prototyping, when the process is more valuable than the result. The 
usual duration is from one month to one year.
     Research residencies are thematic residencies dedicated to artistic research of a 
certain predefined problem. They involve working with sources (local libraries, archives, 
museums, interviews with citizens/residents, etc.) and a specific format of presenting the 
results (exhibition, publication, video, etc.). Research residencies require curators who are 
professionals in a given subject area. The duration is from several weeks to several 
months. 
     Introductory residencies are residencies that focus on introducing the residents to the 
local art community and networking. Meetings programming should be tailored to the 
interests of the residents, as the main goal of introductory residencies is to establish new 
contacts and prospective future collaborations. The duration is from several days to 
several months.
     Educational residencies focus on the educational component. Unlike formal 
educational programmes, such residencies have a much more open and free format, often 
work with unconventional forms of knowledge production outside of traditional 
educational and qualification programmes, and do not provide for knowledge control or 
certificates. The duration is from several weeks to several months.
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Budget
The budget is often seen as a secondary technical document that you adjust to the 
funding opportunities, for sponsorship/partnership requests, or for submitting a grant 
application. Such an attitude to your major financial document plays against your project 
and can negatively affect its implementation. After all, the budget is one of the main 
project planning documents, it is a roadmap, where revenues (if any) and expenses are 
quantified to achieve your ultimate goals.

The budget can be considered an umbrella document because it covers and affects the 
work of all the project participants involved. It is the basis for planning the location and 
logistics, team composition, and number of future residents. Therefore, it is important to 
take this document seriously and start drafting it at the first stage of the project.

The overall residency budget should include all possible expenses, the scope of work of 
the involved staff or outside professionals, and possible sources of funding. Before you 
start budgeting, it is important to write down all the resources that may be needed during 
the implementation of the residency programme. Next, to make an audit of the available 

resources and write out a separate list of those for which 
you will need to find funding. Remember that the project 
resources are not only cash flow, but also equipment, 
materials, administrative or legal support, volunteer work, 
etc.

A list of the major expenditure items can be as follows:

Pay special attention to taxes; if you do not include the 
correct amount in the cost of goods and services in your 
budget, you will have to pay additional amounts out of 
pocket or underpay those implementing the project. In the 
case of large projects, taxes can reach very big amounts. 
That is why in the first section we emphasised the 
importance of having a professional accountant in the team who 
will help you budget correctly and be responsible for all the payments within 
the project. In particular, pay attention to the following types of expenses:
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your city, it is unlikely that you will be able to realise it with a one-time residency. 
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prospective residency participants on your social media and website. The plan can 
indicate the open call deadlines, the date when the selection results will be announced, 
the dates of the residency programme itself, including the date of the final presentation 
of the results, if any. This will help interested artists to synchronise their plans with yours 
and increase your chances of receiving quality applications.

We suggest that you use the Checklist we have created to remind yourself and your team 
of each important task during your planning process.

Programme
The programme is the heart of your residency. It is all the activities you envision for your 
residents. A residency without a programme is nothing more than renting space for 
artists. 

Based on the programme, we can distinguish the following residency formats:
     Production-based residencies aim at creating new works by artists. Such residencies 
can focus on both the production of ready artworks and their presentation (exhibition, 
concert, etc.) and prototyping, when the process is more valuable than the result. The 
usual duration is from one month to one year.
     Research residencies are thematic residencies dedicated to artistic research of a 
certain predefined problem. They involve working with sources (local libraries, archives, 
museums, interviews with citizens/residents, etc.) and a specific format of presenting the 
results (exhibition, publication, video, etc.). Research residencies require curators who are 
professionals in a given subject area. The duration is from several weeks to several 
months. 
     Introductory residencies are residencies that focus on introducing the residents to the 
local art community and networking. Meetings programming should be tailored to the 
interests of the residents, as the main goal of introductory residencies is to establish new 
contacts and prospective future collaborations. The duration is from several days to 
several months.
     Educational residencies focus on the educational component. Unlike formal 
educational programmes, such residencies have a much more open and free format, often 
work with unconventional forms of knowledge production outside of traditional 
educational and qualification programmes, and do not provide for knowledge control or 
certificates. The duration is from several weeks to several months.

     Retreats are residencies whose main value is to provide residents with the opportunity 
to escape from civilisation and immerse themselves in self-reflection. Retreat residencies 
are usually located in remote places in nature and give residents total freedom of action. 
The duration is from several weeks to several months.

Often, residencies combine several formats: for example, a research residency may 
involve the production of artworks, while a production-based residency may include an 
educational component. Whichever format you choose, remember that the 
artist-in-residence and their needs should always be at the centre of the programming. If 
you are trying to implement a project that focuses on organising an exhibition, a new 
production, etc. rather than providing an enriching interaction between the artists and 
the place, a residency may not be the best format for you.

Do not overload the programme with events, as this can mean constant stress for the 
residents.

At the same time, do not leave your residents to fend for themselves, even if your 
residency provides them with maximum freedom. Plan joint lunches or dinners to 
introduce your residents to each other and to the local community, organise artist talks 
for the residents so that they can talk about their artistic practice (if they wish). These 
can be either public events or intimate presentations within the residency.

If you are planning a thematic residency, invite competent curators who can guide the 
work of the residents, create a context for research, edit the final publication, etc. 
Organise a public programme open to general audience, which may include lectures and 
presentations around the residency’s theme. This will allow you to deepen the 
discussions around these topics and attract a wider audience.

.

“The programme was very tight (there were 3 or 4 excursions or meetings every 
day). There was no breathing room in the schedule.”

Diana Berg, founder of TU Platform (Mariupol) Budget
The budget is often seen as a secondary technical document that you adjust to the 
funding opportunities, for sponsorship/partnership requests, or for submitting a grant 
application. Such an attitude to your major financial document plays against your project 
and can negatively affect its implementation. After all, the budget is one of the main 
project planning documents, it is a roadmap, where revenues (if any) and expenses are 
quantified to achieve your ultimate goals.

The budget can be considered an umbrella document because it covers and affects the 
work of all the project participants involved. It is the basis for planning the location and 
logistics, team composition, and number of future residents. Therefore, it is important to 
take this document seriously and start drafting it at the first stage of the project.

The overall residency budget should include all possible expenses, the scope of work of 
the involved staff or outside professionals, and possible sources of funding. Before you 
start budgeting, it is important to write down all the resources that may be needed during 
the implementation of the residency programme. Next, to make an audit of the available 

resources and write out a separate list of those for which 
you will need to find funding. Remember that the project 
resources are not only cash flow, but also equipment, 
materials, administrative or legal support, volunteer work, 
etc.

A list of the major expenditure items can be as follows:

Pay special attention to taxes; if you do not include the 
correct amount in the cost of goods and services in your 
budget, you will have to pay additional amounts out of 
pocket or underpay those implementing the project. In the 
case of large projects, taxes can reach very big amounts. 
That is why in the first section we emphasised the 
importance of having a professional accountant in the team who 
will help you budget correctly and be responsible for all the payments within 
the project. In particular, pay attention to the following types of expenses:
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to anticipate possible project risks (e.g. flight cancellation, illness, rain during the whole 
period of the residency, etc.) and ways to mitigate them (time allowance at the beginning 
and end of the residency, contacts of an English-speaking doctor, planning backup 
activities indoors, etc.).

Calendar planning allows you to evenly distribute the residency activities, avoid 
overlapping several important tasks at the same time, and take into account such 
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of the results, if any. This will help interested artists to synchronise their plans with yours 
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     Production-based residencies aim at creating new works by artists. Such residencies 
can focus on both the production of ready artworks and their presentation (exhibition, 
concert, etc.) and prototyping, when the process is more valuable than the result. The 
usual duration is from one month to one year.
     Research residencies are thematic residencies dedicated to artistic research of a 
certain predefined problem. They involve working with sources (local libraries, archives, 
museums, interviews with citizens/residents, etc.) and a specific format of presenting the 
results (exhibition, publication, video, etc.). Research residencies require curators who are 
professionals in a given subject area. The duration is from several weeks to several 
months. 
     Introductory residencies are residencies that focus on introducing the residents to the 
local art community and networking. Meetings programming should be tailored to the 
interests of the residents, as the main goal of introductory residencies is to establish new 
contacts and prospective future collaborations. The duration is from several days to 
several months.
     Educational residencies focus on the educational component. Unlike formal 
educational programmes, such residencies have a much more open and free format, often 
work with unconventional forms of knowledge production outside of traditional 
educational and qualification programmes, and do not provide for knowledge control or 
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Budget
The budget is often seen as a secondary technical document that you adjust to the 
funding opportunities, for sponsorship/partnership requests, or for submitting a grant 
application. Such an attitude to your major financial document plays against your project 
and can negatively affect its implementation. After all, the budget is one of the main 
project planning documents, it is a roadmap, where revenues (if any) and expenses are 
quantified to achieve your ultimate goals.

The budget can be considered an umbrella document because it covers and affects the 
work of all the project participants involved. It is the basis for planning the location and 
logistics, team composition, and number of future residents. Therefore, it is important to 
take this document seriously and start drafting it at the first stage of the project.

The overall residency budget should include all possible expenses, the scope of work of 
the involved staff or outside professionals, and possible sources of funding. Before you 
start budgeting, it is important to write down all the resources that may be needed during 
the implementation of the residency programme. Next, to make an audit of the available 

resources and write out a separate list of those for which 
you will need to find funding. Remember that the project 
resources are not only cash flow, but also equipment, 
materials, administrative or legal support, volunteer work, 
etc.

A list of the major expenditure items can be as follows:

Pay special attention to taxes; if you do not include the 
correct amount in the cost of goods and services in your 
budget, you will have to pay additional amounts out of 
pocket or underpay those implementing the project. In the 
case of large projects, taxes can reach very big amounts. 
That is why in the first section we emphasised the 
importance of having a professional accountant in the team who 
will help you budget correctly and be responsible for all the payments within 
the project. In particular, pay attention to the following types of expenses:
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example, if the residency is long-term, you can plan the first two weeks, and then create a 
weekly plan during the meetings with the residents. Having a pre-agreed plan helps you 
avoid situations where a person the resident wants to meet is busy or away, and the 
venue for your planned public event is not available on the required date.

Each task in your plan should be assigned to one person. This doesn’t mean you can’t 
involve other people from the team to complete the task, but don’t forget a simple truth: 
when everyone is responsible for a task, no one is really responsible. A good plan also 
includes expected outcomes (quantitative and qualitative) and criteria for evaluating the 
success of the project. The more detailed your work plan is, the more smoothly the 
residency will go, because each team member will have their own area of responsibility 
and a clear timeline to follow. We recommend you to use calendar planning tools such as 
the Gantt chart or Scrum, or special software such as Worksection, Asana, Trello, etc. that 
greatly facilitate the process of planning and further implementation of the project.

It also makes sense to communicate ithe general project schedule in advance to the 
prospective residency participants on your social media and website. The plan can 
indicate the open call deadlines, the date when the selection results will be announced, 
the dates of the residency programme itself, including the date of the final presentation 
of the results, if any. This will help interested artists to synchronise their plans with yours 
and increase your chances of receiving quality applications.

We suggest that you use the Checklist we have created to remind yourself and your team 
of each important task during your planning process.

Programme
The programme is the heart of your residency. It is all the activities you envision for your 
residents. A residency without a programme is nothing more than renting space for 
artists. 

Based on the programme, we can distinguish the following residency formats:
     Production-based residencies aim at creating new works by artists. Such residencies 
can focus on both the production of ready artworks and their presentation (exhibition, 
concert, etc.) and prototyping, when the process is more valuable than the result. The 
usual duration is from one month to one year.
     Research residencies are thematic residencies dedicated to artistic research of a 
certain predefined problem. They involve working with sources (local libraries, archives, 
museums, interviews with citizens/residents, etc.) and a specific format of presenting the 
results (exhibition, publication, video, etc.). Research residencies require curators who are 
professionals in a given subject area. The duration is from several weeks to several 
months. 
     Introductory residencies are residencies that focus on introducing the residents to the 
local art community and networking. Meetings programming should be tailored to the 
interests of the residents, as the main goal of introductory residencies is to establish new 
contacts and prospective future collaborations. The duration is from several days to 
several months.
     Educational residencies focus on the educational component. Unlike formal 
educational programmes, such residencies have a much more open and free format, often 
work with unconventional forms of knowledge production outside of traditional 
educational and qualification programmes, and do not provide for knowledge control or 
certificates. The duration is from several weeks to several months.

Budget
The budget is often seen as a secondary technical document that you adjust to the 
funding opportunities, for sponsorship/partnership requests, or for submitting a grant 
application. Such an attitude to your major financial document plays against your project 
and can negatively affect its implementation. After all, the budget is one of the main 
project planning documents, it is a roadmap, where revenues (if any) and expenses are 
quantified to achieve your ultimate goals.

The budget can be considered an umbrella document because it covers and affects the 
work of all the project participants involved. It is the basis for planning the location and 
logistics, team composition, and number of future residents. Therefore, it is important to 
take this document seriously and start drafting it at the first stage of the project.

The overall residency budget should include all possible expenses, the scope of work of 
the involved staff or outside professionals, and possible sources of funding. Before you 
start budgeting, it is important to write down all the resources that may be needed during 
the implementation of the residency programme. Next, to make an audit of the available 

resources and write out a separate list of those for which 
you will need to find funding. Remember that the project 
resources are not only cash flow, but also equipment, 
materials, administrative or legal support, volunteer work, 
etc.

A list of the major expenditure items can be as follows:

Pay special attention to taxes; if you do not include the 
correct amount in the cost of goods and services in your 
budget, you will have to pay additional amounts out of 
pocket or underpay those implementing the project. In the 
case of large projects, taxes can reach very big amounts. 
That is why in the first section we emphasised the 
importance of having a professional accountant in the team who 
will help you budget correctly and be responsible for all the payments within 
the project. In particular, pay attention to the following types of expenses:

If possible, try to minimise air travel and car use, replac-
ing them with railway and electric cars where possible
Think about how you will dispose of rubbish during the 
residency and provide for the possibility of sorting the 
rubbish and taking it to recycling centres
Minimise the consumption of plastic and synthetic 
materials as much as possible
Provide for a system of the economical use of water and 
electricity

. Administrative work (project management, team salaries, 
etc.)
Honoraria for the participants of the residency
Expenses for transportation, accommodation, meals, 
insurance, visas
Materials and other related expenses for the residents’ 
work
Communication (PR, SMM, website, creating visual 
materials and texts)
Legal work (drafting contracts, copyright transfer, etc.)
Accounting work (budgeting, making payments, financial 
reporting, etc.) 
Taxes and bank fees
Emergency expenses (up to 20% of the budget)

.

.

.

.

.

.

.

.

. Fees, honoraria for the residents
Salaries to employees and hired workers (depending on whether these are contracts 
with individual entrepreneurs or civil law contracts, the amount of taxes can vary 
from 5% to 42%)
Currency conversion

.

.

When budgeting your project, 
you have the opportunity to 
allocate additional funds to make 
your residency more 
environmentally friendly: 
       If possible, try to minimise air 
travel and car use, replacing them 
with railway and electric cars 
where possible
       Think about how you will 
dispose of rubbish during the 
residency and provide for the 
possibility of sorting the rubbish 
and taking it to recycling centres
        Minimise the consumption 
of plastic and synthetic materials 
as much as possible
        Provide for a system of the 
economical use of water and 
electricity
        If your residency is located 
in the countryside, consider 
sound pollution and ways to 
minimise environmental 
interference

How green 
is your project?

Banking services for account maintenance
Fees for transferring funds, receiving funds, withdrawing cash
(In rare cases) licence fees

and/or professional community. This also has its advantages when applying for grants: 
the application can describe straightaway the residents’ focus of interest, the themes to 
be covered, and the expected results. A nominated resident will have more time to get 
ready for the residency, and it will be easier for you to plan the project schedule; as a 
result, this will allow you to implement the residency programme more efficiently.

At the same time, you need to publicly communicate the criteria for your choice of artists 
to avoid possible criticism and accusations of elitism or nepotism. Also, keep in mind that 
being an invitation-only residency has practical disadvantages: for example, such 
residencies will not be accepted into Transartists, the largest network in the world.

Working only with invited artists, you also run the risk of being locked in your own bubble 
and missing out on new and interesting names that you may not even know of. That is 
why most residencies operate on an open call basis. You can have a year-round 
application process and review applications on a rolling basis; this option is suitable for 
individual residencies that are not tied to specific dates. Alternatively, you can hold open 
calls for group residencies that have a clear timeframe. 

Although an open call is by default a more democratic system for attracting residents 
than nomination, you need to make sure that the selection process is transparent and 
impartial. One way to achieve this is to involve independent experts in the evaluation. 
Keep in mind that inviting outside evaluators 
will require additional time to coordinate work 
schedules and a budget to pay for the experts’ 
work. Additionally, it should be noted that the 
presence of independent experts in the jury 
does not guarantee that the competition is 
transparent and impartial. The only real 
safeguard is a well-coordinated, rational, and 
transparently communicated evaluation 
system.

Develop an evaluation system with clearly 
defined criteria and an accurate scale. For 
example, ‘quality of artistic practice’ is a 
subjective evaluation criterion and cannot be 
the only or decisive factor in the selection 

process. If you are not ready to give this criterion up, you should balance it with other, 
more objective criteria, such as artist’s confirmed participation in professional projects in 
the relevant field; compliance of the artist’s practice with the specifics of your residency; 
letters of recommendation; convincing arguments in the motivation letter, etc. Although 
the evaluation of artistic practices can never be fully objective, try to minimise the factor 
of personal tastes and preferences.

When developing the evaluation scale, make sure that the different people who will be 
using it have the same understanding of the meaning of each grade and criteria. It is a 
good practice to create a small handbook for evaluators explaining the specifics of the 
residency programme, what artists you are looking for, and breaking down the evaluation 
criteria and the scale, clarifying what each score means. For example, you can set the 
criterion ‘how integrated the applicant’s practice is into the current institutional art field’ 
and evaluate it on a 4-point scale with the following breakdown: 4 points—the applicant 
has provided confirmation of participation in projects organised by national or municipal 
institutions and several mentions of their practice in professional media; 3 

points—confirmation of participation in projects of municipal or local scale and at least 
one mention in professional media; 2 points—confirmation of participation in at least one 
project; 1 point—no confirmation of participation in any projects. It is important that the 
evaluation criteria are clear not only to the evaluators but also to the applicants 
themselves, so you should publish them (perhaps in an abridged version) in the open call.

Don’t underestimate the value of interviewing the shortlisted finalists to get to know the 
people you are planning to host at your residency. This will give you a better 
understanding of how the artists will interact with others, and may prevent potential 
incidents. A chance to see each other before the residency begins, even through a video 
call, allows you to establish human contact with prospective residents, and is the first 
step in building a quality experience for all the residency participants. A video call can 
also be a good opportunity to show future residents around your residency space.

If some of the applicants did not get into the residency this year, but you really liked their 
applications, invite them to apply next year and keep in touch.

Logistics
It may sound banal but an essential part of organising any residency is making sure that 
the residents have a comfortable arrival, stay, and departure. Your programme may be of 
high curatorial quality, interesting, and useful, but the impression of it can be seriously 
spoiled by poorly organised logistics.

You should start taking care of travel issues as soon as the funding for the residency is 
confirmed. Book the tickets in advance, choosing options that allow changing dates or 
cancelling. If the residents are responsible for buying tickets, provide them with 
step-by-step instructions on how to get to the residency. This is especially true for 
foreigners: keep in mind that without knowing the local language it can be quite difficult 

to find your way around, so it is your responsibility as the organiser to make it as easy as 
possible for the residents. If you are able to meet the residents at the train station or 
airport and take them to the residency, this is the best option.

For the residencies located in remote places, it is necessary to provide a transfer for the 
residents. This can be a chartered bus or your own car if there are few residents, or if 
they do not arrive at the same time. If you organise a transfer through a contract service, 
it is best to make sure that not only a driver but also a residency representative meet the 
residents. 

Create an information sheet for the residents in English and your local language which 
you will send to them in a PDF before the residency starts and print it out so that they 
always have it at hand. Please include the following information:

Also, create an information sheet in your local language for foreign participants to carry 
with your contacts: whom to call in case a resident is detained by the police or has 
sudden health problems.

It is important to give new residents an introductory tour of the facilities and show them 
where to find things and how to use them: from the coffee machine to the photocopier. 
Where the washing machine with detergent is, where the vacuum cleaner, iron, or hair 
dryer are, where they can find clean bedsheets, etc. Such a tour is also a great 
opportunity to announce the general rules of the residency accommodation, such as 
washing your own dishes, sorting the rubbish, and silence after 11 pm (if applicable). 

If the residency takes place in a large city and is a long-term one, it makes sense to buy a 
public transportation pass for the residents. It is also a good practice to send out a 
newsletter at the beginning of the week with a list of the most interesting events in your 
area. If the residency is located in a village or a remote place, you should provide 
residents with options for getting to the nearest hospital, supermarket, and other more 
developed areas. If the participants will not be able to leave your location during the 
entire residency period and you will be responsible for buying food and other essential 
goods, you should inform all the residents in advance and clarify their dietary restrictions 
and possible special needs.

Interaction
A residency that hosts several people simultaneously creates a new micro-community 
that needs to be maintained. So, it is important that no one is left behind or feels 
unwelcome. Therefore, the first days of the residency programme should be dedicated to 
getting to residents getting to know one another and the team, as well as the activities to 
build your artistic community. Events should also be planned throughout the programme 
to facilitate communication (joint meals, parties, outings, etc.). Organise a presentation of 
the participants' artistic practices so that they understand each other’s backgrounds. This 
may encourage them to collaborate during the residency programme. A board with signed 
Polaroid photo portraits of the participants can be a great solution for integration and 
introduction. These photos can later be stored in a dedicated album.

Consider activities to integrate residents into the local community. You can do this 
through public events (lectures, artist talks, or workshops) and by inviting local experts 
(curators, artists, or researchers) to your venue. Be sure to schedule an individual meeting 
with the curator for each resident. Find out how you can be helpful, whom to connect 
with, and what places to visit in your location to deepen the residency research and agree 
on what results are expected from the residency programme.

It is not only the participants who make a residency artistic but also its content. Make 
sure that you have not only a comfortable workspace but also an interesting thematic 
library, a projector, and a screen for joint evening film screenings, board games, yoga 
mats, etc. A good thing to do is to decorate the space with artworks by residency alumni. 
This creates a sense of network and continuity.

Despite all the above activities and events, conflicts may occur during the residency 
programme, and it is your direct responsibility as the organiser to resolve them. If there is 
a conflict between the residents, be a mediator: talk to all parties involved in the conflict 
individually and try to hear all of them to find a compromise. Stay neutral and friendly to 
everyone. If necessary, engage a professional psychologist to help the residents.

If a conflict has occurred between you and a resident, it is crucial to resolve it before the 
programme ends, and if you fail to do so, do your best to ensure that the resident sees 
that you are willing to resolve the situation in a way that takes their interests into 
account. Never give residents the impression that you are indifferent to their needs. 
Unfortunately, a bad reputation spreads much faster than a good one.

If it is clear that the conflict was caused by one person and the situation is not critical, 
you can give them a yellow card and warn them that a red card will mean the end of your 
cooperation. When all possible methods of resolving the situation fail, terminating the 
toxic person's participation in the residency programme is the best solution. It is better to 
inform the resident about your decision in person, but this should also be indicated in an 
email. Agree on the time that the resident needs to pack and organise the logistics. If you 
have donors, be sure to inform them of the situation. Termination of the residency 
programme is an extreme measure that everyone tries to avoid, but sometimes it is the 
only way to keep other residents calm, save your property, and the nerves of everyone 
involved.

It is essential to get feedback from residents about their participation in your programme. 
You can do this in a variety of ways. For example, on the final day, organise a joint lunch 
and talk about the residency in a relaxed atmosphere. However, this approach has its 
disadvantages: what is said orally may be hard to document for further analysis in a 
team, and not all people are ready to share negative experiences openly in the presence 
of others. Therefore, it may be useful to survey the residents after the programme is over. 
Send participants an online form and ask them what they liked about the residency, what 
they found lacking, what to pay more attention to, etc. This approach also has its 
disadvantages: such requests can often remain unanswered as residents dive into their 

next projects. Whichever approach you choose, the most important thing is that you 
receive honest feedback and can work with your team to improve your residency 
programme in the future.

Responsibility
In Ukraine, it is still not always common for residents to sign a formal contract with the 
residency organiser, even though this is a standard practice in much of the Western 
world. This can lead to legal grey areas, abuses (on both sides), shifting of responsibility, 
and, in extreme cases, open conflicts and even litigation. Therefore, when planning and 
operating a residency, it is important not only to think in advance about what the 
residency organiser should be responsible for, but also to legally formalise the organisers’ 
rights and obligations within the framework of cooperation with residents. To do this, the 
residency organiser and the resident should sign an agreement that defines the mutual 
expectations of the parties (in particular, regarding the creation of artworks), the 
residency plan, and a list of rights and obligations for both parties. Such an agreement 
may also cover issues of professional ethics and communication, including how and when 
the resident should mention the residency programme in their public statements.

In your agreement, include a clause on the rules of conduct at the residency and a moral 
code that both participants and the programme organisers must adhere to. The code 
should be based on the principle of respect for human dignity and non-discrimination 
based on race, political, religious and other beliefs, gender, age, gender identity, disability, 
ethnic, or social origin, sexual orientation, marital and financial status, etc. Explicitly spell 
out the unacceptability of aggression, abusive language, sexual harassment, destructive 
behavior, etc. Such a clause will be helpful in resolving conflict situations.

Don't neglect to mention respect and care for the place and the environment: encourage 
residents to be responsible for all inhabitants of your area, both human and other beings.

The resident's responsibilities should include respectful treatment of the residency 
property. If the resident is provided with movable property (equipment, tools, etc.), this 
should also be documented in the acceptance contract. This way, in case of damage to 
the property due to the fault of the resident, it will be possible to apply for compensation.

If the residency programme implies the creation of an intellectual property object, this 
should be stated in the agreement, but the act of transferring the object or its property 
rights to the residency should be formalised in specific documents. These may include an 
author's agreement (an agreement commissioning the artwork from the artist), a 
purchase and sale agreement, an acceptance certificate, an agreement for the storage of 
an artwork for a certain period of time, or a licence agreement for the transfer of property 
rights to an intangible work. Please note that if your residency programme accepts 

artworks from residents, they should be put on the residency's balance sheet and require 
appropriate legal and accounting procedures. We advise you to negotiate non-exclusive 
property rights with your residents to keep your relations with them friendly. It will be an 
advantage for you if the artist uses their rights to an artwork created during their stay at 
your residency.

The agreement should also include the residency organiser’s obligation to ensure proper 
conditions for the resident's stay. The residency organiser may (but is not obliged to) 
assist residents in obtaining a visa, translation, and insurance. The agreement with the 
resident may specify assistance in obtaining a visa, but such support should only be 
offered if the residency organiser is ready to do this and there is a person on staff who 
can assist or provide guidance. When specifying any expenses in an agreement with a 
resident, you should take into account the tax consequences. For example, in order to 
pay a foreign resident an honorarium or other payments, they must obtain a tax number 
in Ukraine and open a bank account. When the residency organiser is a tax agent and 
pays taxes for foreign residents, it is essential to factor in additional payments for income 
and military taxes.

While staying in Ukraine, foreign residents are required to have a medical insurance 
policy. Thus, if a resident needs to visit a doctor, the insurance 
company will reimburse the costs. Pay close attention to the 
terms and conditions of such a policy, as all medical services 
for foreigners in Ukraine are paid.

Unfortunately, there is virtually no precedent for other 
insurance options. Insurance companies are reluctant to 
insure artworks, but if it is possible to conduct an appraisal, 
then in individual cases it is possible to sign an artwork 
insurance contract for the period of storage, exhibition, or 
transportation.

Under martial law, it is the resident's decision, and the 
resident’s decision alone, whether to participate in a residency 
programme in Ukraine, taking into account all the risks. At the 
same time, according to the general regulations of martial law, 
there must be a shelter near the residency location, and when 
holding public events, organisers must take into account 

restrictions on the number of people in the premises at the same time and the ability of 
evacuation. The security of residents can also be specified in the agreement.

And finally, don't forget that responsibility should always be mutual. While giving the 
residents the freedom to create without censorship, the organisers must support them in 
case of possible public conflicts, for example, when the result of the artist's work causes 
outrage among the audience. During this process, you may need to consult a lawyer or a 
psychologist, and you will have to work out a joint diplomatic solution to the situation. 
But in all cases, the resident should feel protected, not abandoned, by the organisation 
that invited them.

We have drafted a bilingual sample Residency Agreement to help you draft your 
agreement with a resident.

Communications
From the perspective of many donors and sponsors, the main criterion for the success of 
a project is its media output. This is one of the reasons why many residencies choose a 
format such as a final exhibition, screening, or other public presentation: this not only 
structures and guides the work of the residents but also is the point in the project when a 
wider audience can learn about the residency. No matter how small your residency 
programme is, you can't afford not to communicate it. At the same time, can the success 
of a residency really be determined by how many times it was written about in the media 
or how many likes these posts got? Can all communications be considered media 
coverage?

Every project is 90% communication: communication with the team, co-organisers, 
contractors, participants, etc. There are two types of communication: internal, within the 
team; and external, which includes communication with donors, partners, and the general 
public. This section focuses on external communication.

Communications are often thought to be something separate from the essence of the 
project. At the core there is the project, or the content part, which is the responsibility of 
the curator and/or artists, and then separately from this there is the project’s PR, which 
should be the responsibility of professionally trained communication managers. 
Technically, this may be true if you work in a large team with a dedicated PR department, 
but in most cases this approach does not work, since your communications are the only 

way the residency exists outside your team. Once again: for anyone who is not directly 
involved in your programme, your residency exists exclusively through the project 
communications that you conduct. Therefore, your residency communications do not 
start with the very first announcement of the open call but rather from the moment you 
choose a project name, develop a mission statement, and fill out the first funding 
application.

Communications are an integral aspect of the residency activities. Every email you send 
to potential or current partners, donors, or government officials is your public face. Every 
appearance you make as a representative of your residency programme at public events, 
even informal ones, adds to your image. That is why each team member is a 
communicator of the residency. Even in the development stage of the residency 
programme, curators, together with the communication managers or (if they are not 
available) on their own, should consider the target audience and design the public 
programme—lectures, discussions, artist talks, etc.—with this in mind. It is the curators, 
not the PR professionals, who should make sure that the concept of the residency and 
the description of the final project (if any) are clear and will be of interest to the 
audience.

Communications are not just about published articles or social media posts. They are also 
about your work with the local community, which often means whether your immediate 
neighbours know what you are doing and whether they like it. Communication with the 
community is critical. Truly successful residencies not only create a quality experience for 
their participants and organisers, they also contribute to the development of the local 
community. This is only possible if you actively involve the community in the residency 
activities: at least by inviting people to your events and introducing them to the residents, 
and ideally by involving them in the programme. This can be done in different ways: by 
surveying the locals about how the residency could contribute to improving the situation 
in the community (for example, by creating workshops for local children with the 
participation of residents); by inviting active community members to join the supervisory 
board or as consultants or volunteers; etc. 

It is your responsibility to ensure meaningful communication between the residents and 
the local community. As already mentioned, the residency location may be exotic to the 
residents and that may be what makes it attractive. This is normal at the beginning of the 
programme, but if the resident keeps perceiving the place as exotic—that is, foreign and 
unfamiliar, even though it is attractive—this is a sign of a communication failure. It is 
crucial to avoid isolating residents and to do so, you should schedule introductory visits 
to the residency for community members, as well as introduce residents to members of 
the professional community in your city, with the help of an interpreter if necessary. The 
more your community is involved in the residency life, the better it will understand its 
benefits and the more it will be responsive to its needs.

Thus, communication becomes a key element of the entire residency project. For this 
reason, you will need to start working on a communication strategy during the concept 
development stage of the project. From the very beginning, you have to answer three 
main questions: 

Defining your target audience (TA) will greatly influence your choice of communication 
channels. Please remember, you are not your target audience. Don't judge it based only 
on your own experience. You need to carefully study who your project is aimed at and 
develop a communication strategy based on the characteristics of each of the target 
audience groups. Your primary target audience will be potential participants of the 
residency programme; the following possible categories may include sponsors, patrons, 
donors (both current and future); media; professional community (artists, curators, 
critics, researchers, etc.); representatives of the local environment (residents, local 
authorities), etc.

Each target audience should have its key messages and communication channels. 
The key message should answer the three following questions:

Make sure that you have identified your target audience and specific key messages 
before you start defining communication channels and tools. Think carefully about 
whether your communication with each target audience will be direct (a coffee meeting, a 
press conference, communicating on social media) or through intermediaries (media, 
influencers, experts, and partners). What media will you use? Digital space (website, 
social media)? Tote bags, T-shirts, posters, flyers, etc.? Why is this particular medium 
efficient for your target audience? Where and how will they be placed and distributed?

To develop your communication strategy, you can use this simple chart:

Today, most communications have moved to social media. This is due to both its 
popularity and relative cheapness. Often, a substantial amount of the communications 
budget is invested in paid advertising on Facebook and other platforms, and while this 
form of communication can be efficient, it is by no means a silver bullet. It's worth 
remembering that without professional SMM managers who can properly target ads, 
using paid social media services is mostly a waste of money. Instead, traditional tools 
such as newsletters or even printed posters can have a much greater response if put in 
the right places. 

To reach out to the media, you don't necessarily need a dedicated PR person or a budget 
for paid publications. Cultural media, or thematic channels or groups on social media, are 
always in need of new content and looking for information about interesting projects, so 
your task is to bring them a story about your project that they may want to share. This 

story should be included in the press release. Here are some simple tips on how to create 
it:

Create your database of media contacts and individual journalists and update it once a 
year. Send personalised emails and do not overuse mass mailings of press releases if you 
do not want them to end up in the spam folder. Remember that people in the media are 
real, and they pay attention to how emails and press releases are written. The more care 
you show to the readers of your press release, the more likely you are to get it published. 
You will most likely need to adapt your press release for different media and platforms, so 
have a basic version on hand that is easy to make copies of, and that you can edit. Also, 
be ready to write the story about your residency yourself for publication in a format 
agreed upon with the media at their request.

Despite all this, social media is still an important, often primary, channel of 
communication with your audience. Try to post regularly on social media: even if it means 
one publication per month, it must be done on a monthly basis. When someone visits 
your social media page for the first time, the first thing that catches their eye is the latest 
publication in your feed, and if it is from last year, they immediately get the impression 
that your page is dead. Keep a calendar of publications where you plan what to post and 
when: this will help you turn SMM into a habit and keep in touch with your audience.

Remember that social media is about interaction. It's a common practice to include a call 
to action in your publications, as it makes it easier to engage your audience. 
Calls to action can be effective, but only if the content of the publication itself is 
engaging. For example, you might attempt to raise a controversial topic or activate a 
strong feeling such as nostalgia in your audience. Avoid automatically adding phrases like 
‘What do you think about this? Share your thoughts in the comments!’ This is perceived 
as a forced attempt to write something ‘in SMM style’. The audience should be engaged 

and attracted naturally through the content of your message. In 
other words, don't try to deceive your audience, and don't expect 
them to be excited about something that isn't exciting. All your 
communications should be honest and open. The best way to 
make your audience feel that you care about them is to answer 
all their questions in a timely manner in comments and 
messages, always be polite, tolerant, and show equal respect to 
all your readers.

And finally, a few words about donors. At every opportunity, 
don't forget to mention those who have supported your 
residency financially or in other ways. This applies to both 
sponsors and partners, volunteers, and all concerned members 
of your community who have contributed to the development of 
the residency. It is a common thing that grant agreements require 
that the logo of the donor or sponsor be included on all project 
communication materials and mentioned in the major project 
communications. This is the basic thing that you should never 
forget. But if you want to establish a long-term relationship with 
your donors, think how else you can express your gratitude: 
introduce them to the residents in person, hold a private closed 
opening before the public opening of an exhibition, give them a 
few copies of the final publication, create a dedicated 
publication about them on social media, etc. Such special 
attention—provided it is appropriate and unobtrusive—will not go 
unnoticed and will add points to your credibility with donors and 
sponsors.

Documentation and Reporting
The importance of documenting all your work cannot be 
overestimated. It may seem obvious: you need to take photos of 
your residents at work and during meetings, document the 
creation of their artworks, film the final exhibitions, and record 
all the residency activities in a narrative report. Yet, proper 
documentation of projects is still a big challenge in Ukraine. 
Because of this, we may never find out about any number of 

interesting residencies that have taken place in the past, but remain only in the memories 
of their participants.

Regardless of whether your residency is funded by a grant or you are doing everything 
independently, documentation and reporting are essential elements of the project’s 
implementation, and they are necessary primarily for you to successfully communicate 
the residency and institutional history. Documenting the process also allows you to 
integrate the experience you have gained as a team and avoid mistakes in the future. 
There is never enough time for this, especially when the residency is in full swing and lots 
of activities are happening, but the point is that you need to document everything during 
activities, not after that. Therefore, documentation should become part of your routine. If 
the residency programme lasts for several weeks (or even months) and is full of activities, 
you should make at least brief notes about what happened and when, while your memory 
is fresh: how many people came to a particular event (registration forms are the best way 
to do this), what places you took the residents to and when, whom you introduced them 
to, etc. This can be done at the end of each week, and this will make your life much easier 
when it comes to creating the final report.

As for photo and video documentation, much will depend on your resources. Large 
residencies usually hire professional production teams to make a short video about each 
resident, including interviews and documentation of their artistic work. You can plan this 
type of documentation from the very beginning, and allocate money for it in your budget. 
If this is not possible, you can arrange interviews with residents and post them in text 
form on your website or social media, or negotiate publication in the media. Invite a 
photographer and/or videographer to come to your location for a fee or as a volunteer to 
capture the residents' work at different stages, and then you can use the footage as you 
choose: post it in your stories, edit it into a final video, create an archive on your website, 
include it in your report, etc. If you have no opportunity to invite a dedicated person, 
choose someone in your team who knows how to use the camera on their phone—this will 
most likely be your communications manager—and include documentation of residency 
activities in their scope of work. This person can also visit the residents from time to time, 
shoot short videos, post them on your social media, and save them for the archive. 

If you plan a final exhibition or other presentation of the results of your residency, 
documentation is necessary, and it is extremely important to do it well. To document the 
exhibition, you should consult with experts who professionally document exhibitions and 
artworks. If this is not feasible, research websites of art galleries and residencies and pay 
attention to how they document their exhibitions. It is important to set up the light 

properly, take photos of each piece from several angles (up close, from the front at a right 
angle, and from a distance, in the environment), as well as take overview shots of the 
exhibition. We recommend that you have documentation of the exhibition both without 
people, so that all the artworks are clearly seen, and with visitors for communication 
purposes.

All of these steps will make it much easier for you to prepare your final report. If it is a 
report for a donor, it should show whether the stated goals of the project have been 
achieved and provide sources that can verify this information. Your report should 
compare the residency plan with what was actually implemented. Each donor has its own 
approved forms and reporting rules, but most of them will include a narrative or 
descriptive part, a media report, and a financial report. Some institutions may 
additionally request a report from an independent auditor. Read all the reporting 
requirements carefully before you start your project—this will save you a serious 
headache later.

Keep your reader in mind when writing a narrative report. Present the facts concisely, 
clearly, and consistently; do not overload your report with unnecessary information, but 
cover all the issues as required by the donor. Make sure that the donor does not have to 
get back to you for more details. A report written carelessly and hastily can lead to the 
termination of cooperation between you and the donor in the future. Keep in mind what 
is of value to you and do not forget to emphasise it in your report (ethical and 
environmental aspects: building sustainable relationships with the local community, etc.).

Be careful with the numbers, and not only in the financial part. Remember: your 
professional reputation depends on the accuracy of the information you provide. Under 
no circumstances should you submit false information in your report. If you have 
achieved less than planned, do not try to hide it, but explain in the report why it 
happened. Most donors understand that such situations can happen. However, if you are 
caught lying, it could put an end to your entire future career.

The media report should include information about audience outreach through all the 
channels you used. We have already mentioned offline event attendance counts above: 
try to track them during your residency. You can find all the statistics about your social 
media outreach (number of likes, views, interactions with your posts, etc.) in the page 
management area. Add information about the total number of posts about your project 
with screenshots of each of them, showing users' reactions and comments. To monitor 
the media, better create a separate file titled ‘clipping’ where you can collect links to all 

mentions of your project in the media. Remember to indicate the date of each 
publication, and the name of the media source, and take screenshots of each publication 
and/or save it as a PDF in case the page disappears or moves to another address. We 
recommend that you do media clipping throughout the project: once you see a new 
publication, add it to your file.

The financial report is usually prepared by the accountant, and to ensure that everything 
works well, organise your document flow so that there is always a person in the team who 
fills out logs, scans, and files primary documentation, and knows exactly where each 
contract, invoice and certificate is, as well as their saved copies. Remember that you have 
to keep most of the documents for at least 3 years, so make sure you have a dry place for 
them in your office that is protected from direct sunlight.
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Planning
If you are organising a residency for the first time, it is quite possible that you do not yet 
know whether it will be a sustainable, long-term endeavour. To become sustainable, you 
will need not only stable funding, but also long-term planning with a horizon of several 
years. If you set an ambitious goal at the start, say, to increase the tourist potential of 
your city, it is unlikely that you will be able to realise it with a one-time residency. 
Therefore, always remember that your goals require commensurate planning. 

Even the shortest programme with modest expected outcomes requires advance 
planning. A normal planning horizon for small-scale projects is one year. You need this 
primarily to ensure adequate funding. The year-long calendar plan can be revised later, 

but it is advisable that you have a detailed plan of action a few months before the 
residency begins, and that it does not change fundamentally. 

You and each team member should understand and be aware of the activities and 
deadlines, the workload intensity, and the distribution of responsibilities in advance. 
When planning your residency programme, make sure that you realistically assess your 
workload, resources, and external circumstances, and allow enough time for each stage of 
the residency organisation. Don’t forget to allow extra time for each stage in case of 
emergencies—they will inevitably happen. The more people are involved in the residency, 
both organisers and residents, the more time you should allow for all the processes. Try 
to anticipate possible project risks (e.g. flight cancellation, illness, rain during the whole 
period of the residency, etc.) and ways to mitigate them (time allowance at the beginning 
and end of the residency, contacts of an English-speaking doctor, planning backup 
activities indoors, etc.).

Calendar planning allows you to evenly distribute the residency activities, avoid 
overlapping several important tasks at the same time, and take into account such 
seemingly trivial but important things as public holidays or seasons. For example, if you 
are planning to hold a residency in a remote area, think about how convenient it will be to 
get to the location in cold or snowy weather. Will you have a hard time with heating and 
electricity? If a resident plans to work outdoors, how comfortable and safe will it be? It is 
very helpful to have a preliminary plan of meetings and events during the residency. For 
example, if the residency is long-term, you can plan the first two weeks, and then create a 
weekly plan during the meetings with the residents. Having a pre-agreed plan helps you 
avoid situations where a person the resident wants to meet is busy or away, and the 
venue for your planned public event is not available on the required date.

Each task in your plan should be assigned to one person. This doesn’t mean you can’t 
involve other people from the team to complete the task, but don’t forget a simple truth: 
when everyone is responsible for a task, no one is really responsible. A good plan also 
includes expected outcomes (quantitative and qualitative) and criteria for evaluating the 
success of the project. The more detailed your work plan is, the more smoothly the 
residency will go, because each team member will have their own area of responsibility 
and a clear timeline to follow. We recommend you to use calendar planning tools such as 
the Gantt chart or Scrum, or special software such as Worksection, Asana, Trello, etc. that 
greatly facilitate the process of planning and further implementation of the project.

It also makes sense to communicate ithe general project schedule in advance to the 
prospective residency participants on your social media and website. The plan can 
indicate the open call deadlines, the date when the selection results will be announced, 
the dates of the residency programme itself, including the date of the final presentation 
of the results, if any. This will help interested artists to synchronise their plans with yours 
and increase your chances of receiving quality applications.

We suggest that you use the Checklist we have created to remind yourself and your team 
of each important task during your planning process.

Programme
The programme is the heart of your residency. It is all the activities you envision for your 
residents. A residency without a programme is nothing more than renting space for 
artists. 

Based on the programme, we can distinguish the following residency formats:
     Production-based residencies aim at creating new works by artists. Such residencies 
can focus on both the production of ready artworks and their presentation (exhibition, 
concert, etc.) and prototyping, when the process is more valuable than the result. The 
usual duration is from one month to one year.
     Research residencies are thematic residencies dedicated to artistic research of a 
certain predefined problem. They involve working with sources (local libraries, archives, 
museums, interviews with citizens/residents, etc.) and a specific format of presenting the 
results (exhibition, publication, video, etc.). Research residencies require curators who are 
professionals in a given subject area. The duration is from several weeks to several 
months. 
     Introductory residencies are residencies that focus on introducing the residents to the 
local art community and networking. Meetings programming should be tailored to the 
interests of the residents, as the main goal of introductory residencies is to establish new 
contacts and prospective future collaborations. The duration is from several days to 
several months.
     Educational residencies focus on the educational component. Unlike formal 
educational programmes, such residencies have a much more open and free format, often 
work with unconventional forms of knowledge production outside of traditional 
educational and qualification programmes, and do not provide for knowledge control or 
certificates. The duration is from several weeks to several months.

Budget
The budget is often seen as a secondary technical document that you adjust to the 
funding opportunities, for sponsorship/partnership requests, or for submitting a grant 
application. Such an attitude to your major financial document plays against your project 
and can negatively affect its implementation. After all, the budget is one of the main 
project planning documents, it is a roadmap, where revenues (if any) and expenses are 
quantified to achieve your ultimate goals.

The budget can be considered an umbrella document because it covers and affects the 
work of all the project participants involved. It is the basis for planning the location and 
logistics, team composition, and number of future residents. Therefore, it is important to 
take this document seriously and start drafting it at the first stage of the project.

The overall residency budget should include all possible expenses, the scope of work of 
the involved staff or outside professionals, and possible sources of funding. Before you 
start budgeting, it is important to write down all the resources that may be needed during 
the implementation of the residency programme. Next, to make an audit of the available 

resources and write out a separate list of those for which 
you will need to find funding. Remember that the project 
resources are not only cash flow, but also equipment, 
materials, administrative or legal support, volunteer work, 
etc.

A list of the major expenditure items can be as follows:

Pay special attention to taxes; if you do not include the 
correct amount in the cost of goods and services in your 
budget, you will have to pay additional amounts out of 
pocket or underpay those implementing the project. In the 
case of large projects, taxes can reach very big amounts. 
That is why in the first section we emphasised the 
importance of having a professional accountant in the team who 
will help you budget correctly and be responsible for all the payments within 
the project. In particular, pay attention to the following types of expenses:

Fees, honoraria for the residents
Salaries to employees and hired workers (depending on whether these are contracts 
with individual entrepreneurs or civil law contracts, the amount of taxes can vary 
from 5% to 42%)
Currency conversion

If the donor requires you to account for the funds allocated for the residents’ per diem 
expenses, be sure to inform the programme participants what expenses are not allowed 
(e.g., taxis, alcohol, tickets to the cinema, etc.) and in what form they should report 
(checks, receipts, etc.). If your residency includes an honorarium for the participants, it 
cannot be reduced in the process: if taxes are deducted from the honorarium, you must 
inform the residents in advance. The same applies to the costs of creating works 
(production) or other expenses during the residency.

Unexpected expenses will surely happen during the project’s implementation, exchange 
rates and prices for already planned expenditure items may change, so always budget 
additional expenses if possible. Think in advance about where you can get these extra 
funds from. This can be a percentage of the residents’ contributions (if any), sponsorship 
funds, or a separate line item in the grant budget if such expenses are allowed by the 
donor.

For your convenience, we have drafted a Residency Budget template.

Selecting Participants
We never tire of repeating: everything you do at the residency is for the artists. The 
success of your residency depends only half on the efforts of the team, and the other 
half is the interactions the residents have with you, the place, and each other. Designing 
this interaction starts with selecting the participants. 

There are two main approaches to selecting the participants in the residency programme: 
nomination and open call. Both have their advantages and disadvantages, and neither is 
universal. The major practical advantage of nomination, i.e. a targeted invitation to the 
residency, is that it saves time and human resources required for the competition and 
selection. An institution can choose an artist or a group of artists whose practice it is 
interested in and invite them to a residency in order to implement a project or as an 
award. Nomination is a good option for projects with a strong curatorial component, 
when curators have a clear understanding of the kind of artists they need based on 
previous experience of cooperation or strong connections of the artists with the local 

Banking services for account maintenance
Fees for transferring funds, receiving funds, withdrawing cash
(In rare cases) licence fees

..

and/or professional community. This also has its advantages when applying for grants: 
the application can describe straightaway the residents’ focus of interest, the themes to 
be covered, and the expected results. A nominated resident will have more time to get 
ready for the residency, and it will be easier for you to plan the project schedule; as a 
result, this will allow you to implement the residency programme more efficiently.

At the same time, you need to publicly communicate the criteria for your choice of artists 
to avoid possible criticism and accusations of elitism or nepotism. Also, keep in mind that 
being an invitation-only residency has practical disadvantages: for example, such 
residencies will not be accepted into Transartists, the largest network in the world.

Working only with invited artists, you also run the risk of being locked in your own bubble 
and missing out on new and interesting names that you may not even know of. That is 
why most residencies operate on an open call basis. You can have a year-round 
application process and review applications on a rolling basis; this option is suitable for 
individual residencies that are not tied to specific dates. Alternatively, you can hold open 
calls for group residencies that have a clear timeframe. 

Although an open call is by default a more democratic system for attracting residents 
than nomination, you need to make sure that the selection process is transparent and 
impartial. One way to achieve this is to involve independent experts in the evaluation. 
Keep in mind that inviting outside evaluators 
will require additional time to coordinate work 
schedules and a budget to pay for the experts’ 
work. Additionally, it should be noted that the 
presence of independent experts in the jury 
does not guarantee that the competition is 
transparent and impartial. The only real 
safeguard is a well-coordinated, rational, and 
transparently communicated evaluation 
system.

Develop an evaluation system with clearly 
defined criteria and an accurate scale. For 
example, ‘quality of artistic practice’ is a 
subjective evaluation criterion and cannot be 
the only or decisive factor in the selection 

process. If you are not ready to give this criterion up, you should balance it with other, 
more objective criteria, such as artist’s confirmed participation in professional projects in 
the relevant field; compliance of the artist’s practice with the specifics of your residency; 
letters of recommendation; convincing arguments in the motivation letter, etc. Although 
the evaluation of artistic practices can never be fully objective, try to minimise the factor 
of personal tastes and preferences.

When developing the evaluation scale, make sure that the different people who will be 
using it have the same understanding of the meaning of each grade and criteria. It is a 
good practice to create a small handbook for evaluators explaining the specifics of the 
residency programme, what artists you are looking for, and breaking down the evaluation 
criteria and the scale, clarifying what each score means. For example, you can set the 
criterion ‘how integrated the applicant’s practice is into the current institutional art field’ 
and evaluate it on a 4-point scale with the following breakdown: 4 points—the applicant 
has provided confirmation of participation in projects organised by national or municipal 
institutions and several mentions of their practice in professional media; 3 

points—confirmation of participation in projects of municipal or local scale and at least 
one mention in professional media; 2 points—confirmation of participation in at least one 
project; 1 point—no confirmation of participation in any projects. It is important that the 
evaluation criteria are clear not only to the evaluators but also to the applicants 
themselves, so you should publish them (perhaps in an abridged version) in the open call.

Don’t underestimate the value of interviewing the shortlisted finalists to get to know the 
people you are planning to host at your residency. This will give you a better 
understanding of how the artists will interact with others, and may prevent potential 
incidents. A chance to see each other before the residency begins, even through a video 
call, allows you to establish human contact with prospective residents, and is the first 
step in building a quality experience for all the residency participants. A video call can 
also be a good opportunity to show future residents around your residency space.

If some of the applicants did not get into the residency this year, but you really liked their 
applications, invite them to apply next year and keep in touch.

Logistics
It may sound banal but an essential part of organising any residency is making sure that 
the residents have a comfortable arrival, stay, and departure. Your programme may be of 
high curatorial quality, interesting, and useful, but the impression of it can be seriously 
spoiled by poorly organised logistics.

You should start taking care of travel issues as soon as the funding for the residency is 
confirmed. Book the tickets in advance, choosing options that allow changing dates or 
cancelling. If the residents are responsible for buying tickets, provide them with 
step-by-step instructions on how to get to the residency. This is especially true for 
foreigners: keep in mind that without knowing the local language it can be quite difficult 

to find your way around, so it is your responsibility as the organiser to make it as easy as 
possible for the residents. If you are able to meet the residents at the train station or 
airport and take them to the residency, this is the best option.

For the residencies located in remote places, it is necessary to provide a transfer for the 
residents. This can be a chartered bus or your own car if there are few residents, or if 
they do not arrive at the same time. If you organise a transfer through a contract service, 
it is best to make sure that not only a driver but also a residency representative meet the 
residents. 

Create an information sheet for the residents in English and your local language which 
you will send to them in a PDF before the residency starts and print it out so that they 
always have it at hand. Please include the following information:

Also, create an information sheet in your local language for foreign participants to carry 
with your contacts: whom to call in case a resident is detained by the police or has 
sudden health problems.

It is important to give new residents an introductory tour of the facilities and show them 
where to find things and how to use them: from the coffee machine to the photocopier. 
Where the washing machine with detergent is, where the vacuum cleaner, iron, or hair 
dryer are, where they can find clean bedsheets, etc. Such a tour is also a great 
opportunity to announce the general rules of the residency accommodation, such as 
washing your own dishes, sorting the rubbish, and silence after 11 pm (if applicable). 

If the residency takes place in a large city and is a long-term one, it makes sense to buy a 
public transportation pass for the residents. It is also a good practice to send out a 
newsletter at the beginning of the week with a list of the most interesting events in your 
area. If the residency is located in a village or a remote place, you should provide 
residents with options for getting to the nearest hospital, supermarket, and other more 
developed areas. If the participants will not be able to leave your location during the 
entire residency period and you will be responsible for buying food and other essential 
goods, you should inform all the residents in advance and clarify their dietary restrictions 
and possible special needs.

Interaction
A residency that hosts several people simultaneously creates a new micro-community 
that needs to be maintained. So, it is important that no one is left behind or feels 
unwelcome. Therefore, the first days of the residency programme should be dedicated to 
getting to residents getting to know one another and the team, as well as the activities to 
build your artistic community. Events should also be planned throughout the programme 
to facilitate communication (joint meals, parties, outings, etc.). Organise a presentation of 
the participants' artistic practices so that they understand each other’s backgrounds. This 
may encourage them to collaborate during the residency programme. A board with signed 
Polaroid photo portraits of the participants can be a great solution for integration and 
introduction. These photos can later be stored in a dedicated album.

Consider activities to integrate residents into the local community. You can do this 
through public events (lectures, artist talks, or workshops) and by inviting local experts 
(curators, artists, or researchers) to your venue. Be sure to schedule an individual meeting 
with the curator for each resident. Find out how you can be helpful, whom to connect 
with, and what places to visit in your location to deepen the residency research and agree 
on what results are expected from the residency programme.

It is not only the participants who make a residency artistic but also its content. Make 
sure that you have not only a comfortable workspace but also an interesting thematic 
library, a projector, and a screen for joint evening film screenings, board games, yoga 
mats, etc. A good thing to do is to decorate the space with artworks by residency alumni. 
This creates a sense of network and continuity.

Despite all the above activities and events, conflicts may occur during the residency 
programme, and it is your direct responsibility as the organiser to resolve them. If there is 
a conflict between the residents, be a mediator: talk to all parties involved in the conflict 
individually and try to hear all of them to find a compromise. Stay neutral and friendly to 
everyone. If necessary, engage a professional psychologist to help the residents.

If a conflict has occurred between you and a resident, it is crucial to resolve it before the 
programme ends, and if you fail to do so, do your best to ensure that the resident sees 
that you are willing to resolve the situation in a way that takes their interests into 
account. Never give residents the impression that you are indifferent to their needs. 
Unfortunately, a bad reputation spreads much faster than a good one.

If it is clear that the conflict was caused by one person and the situation is not critical, 
you can give them a yellow card and warn them that a red card will mean the end of your 
cooperation. When all possible methods of resolving the situation fail, terminating the 
toxic person's participation in the residency programme is the best solution. It is better to 
inform the resident about your decision in person, but this should also be indicated in an 
email. Agree on the time that the resident needs to pack and organise the logistics. If you 
have donors, be sure to inform them of the situation. Termination of the residency 
programme is an extreme measure that everyone tries to avoid, but sometimes it is the 
only way to keep other residents calm, save your property, and the nerves of everyone 
involved.

It is essential to get feedback from residents about their participation in your programme. 
You can do this in a variety of ways. For example, on the final day, organise a joint lunch 
and talk about the residency in a relaxed atmosphere. However, this approach has its 
disadvantages: what is said orally may be hard to document for further analysis in a 
team, and not all people are ready to share negative experiences openly in the presence 
of others. Therefore, it may be useful to survey the residents after the programme is over. 
Send participants an online form and ask them what they liked about the residency, what 
they found lacking, what to pay more attention to, etc. This approach also has its 
disadvantages: such requests can often remain unanswered as residents dive into their 

next projects. Whichever approach you choose, the most important thing is that you 
receive honest feedback and can work with your team to improve your residency 
programme in the future.

Responsibility
In Ukraine, it is still not always common for residents to sign a formal contract with the 
residency organiser, even though this is a standard practice in much of the Western 
world. This can lead to legal grey areas, abuses (on both sides), shifting of responsibility, 
and, in extreme cases, open conflicts and even litigation. Therefore, when planning and 
operating a residency, it is important not only to think in advance about what the 
residency organiser should be responsible for, but also to legally formalise the organisers’ 
rights and obligations within the framework of cooperation with residents. To do this, the 
residency organiser and the resident should sign an agreement that defines the mutual 
expectations of the parties (in particular, regarding the creation of artworks), the 
residency plan, and a list of rights and obligations for both parties. Such an agreement 
may also cover issues of professional ethics and communication, including how and when 
the resident should mention the residency programme in their public statements.

In your agreement, include a clause on the rules of conduct at the residency and a moral 
code that both participants and the programme organisers must adhere to. The code 
should be based on the principle of respect for human dignity and non-discrimination 
based on race, political, religious and other beliefs, gender, age, gender identity, disability, 
ethnic, or social origin, sexual orientation, marital and financial status, etc. Explicitly spell 
out the unacceptability of aggression, abusive language, sexual harassment, destructive 
behavior, etc. Such a clause will be helpful in resolving conflict situations.

Don't neglect to mention respect and care for the place and the environment: encourage 
residents to be responsible for all inhabitants of your area, both human and other beings.

The resident's responsibilities should include respectful treatment of the residency 
property. If the resident is provided with movable property (equipment, tools, etc.), this 
should also be documented in the acceptance contract. This way, in case of damage to 
the property due to the fault of the resident, it will be possible to apply for compensation.

If the residency programme implies the creation of an intellectual property object, this 
should be stated in the agreement, but the act of transferring the object or its property 
rights to the residency should be formalised in specific documents. These may include an 
author's agreement (an agreement commissioning the artwork from the artist), a 
purchase and sale agreement, an acceptance certificate, an agreement for the storage of 
an artwork for a certain period of time, or a licence agreement for the transfer of property 
rights to an intangible work. Please note that if your residency programme accepts 

artworks from residents, they should be put on the residency's balance sheet and require 
appropriate legal and accounting procedures. We advise you to negotiate non-exclusive 
property rights with your residents to keep your relations with them friendly. It will be an 
advantage for you if the artist uses their rights to an artwork created during their stay at 
your residency.

The agreement should also include the residency organiser’s obligation to ensure proper 
conditions for the resident's stay. The residency organiser may (but is not obliged to) 
assist residents in obtaining a visa, translation, and insurance. The agreement with the 
resident may specify assistance in obtaining a visa, but such support should only be 
offered if the residency organiser is ready to do this and there is a person on staff who 
can assist or provide guidance. When specifying any expenses in an agreement with a 
resident, you should take into account the tax consequences. For example, in order to 
pay a foreign resident an honorarium or other payments, they must obtain a tax number 
in Ukraine and open a bank account. When the residency organiser is a tax agent and 
pays taxes for foreign residents, it is essential to factor in additional payments for income 
and military taxes.

While staying in Ukraine, foreign residents are required to have a medical insurance 
policy. Thus, if a resident needs to visit a doctor, the insurance 
company will reimburse the costs. Pay close attention to the 
terms and conditions of such a policy, as all medical services 
for foreigners in Ukraine are paid.

Unfortunately, there is virtually no precedent for other 
insurance options. Insurance companies are reluctant to 
insure artworks, but if it is possible to conduct an appraisal, 
then in individual cases it is possible to sign an artwork 
insurance contract for the period of storage, exhibition, or 
transportation.

Under martial law, it is the resident's decision, and the 
resident’s decision alone, whether to participate in a residency 
programme in Ukraine, taking into account all the risks. At the 
same time, according to the general regulations of martial law, 
there must be a shelter near the residency location, and when 
holding public events, organisers must take into account 

restrictions on the number of people in the premises at the same time and the ability of 
evacuation. The security of residents can also be specified in the agreement.

And finally, don't forget that responsibility should always be mutual. While giving the 
residents the freedom to create without censorship, the organisers must support them in 
case of possible public conflicts, for example, when the result of the artist's work causes 
outrage among the audience. During this process, you may need to consult a lawyer or a 
psychologist, and you will have to work out a joint diplomatic solution to the situation. 
But in all cases, the resident should feel protected, not abandoned, by the organisation 
that invited them.

We have drafted a bilingual sample Residency Agreement to help you draft your 
agreement with a resident.

Communications
From the perspective of many donors and sponsors, the main criterion for the success of 
a project is its media output. This is one of the reasons why many residencies choose a 
format such as a final exhibition, screening, or other public presentation: this not only 
structures and guides the work of the residents but also is the point in the project when a 
wider audience can learn about the residency. No matter how small your residency 
programme is, you can't afford not to communicate it. At the same time, can the success 
of a residency really be determined by how many times it was written about in the media 
or how many likes these posts got? Can all communications be considered media 
coverage?

Every project is 90% communication: communication with the team, co-organisers, 
contractors, participants, etc. There are two types of communication: internal, within the 
team; and external, which includes communication with donors, partners, and the general 
public. This section focuses on external communication.

Communications are often thought to be something separate from the essence of the 
project. At the core there is the project, or the content part, which is the responsibility of 
the curator and/or artists, and then separately from this there is the project’s PR, which 
should be the responsibility of professionally trained communication managers. 
Technically, this may be true if you work in a large team with a dedicated PR department, 
but in most cases this approach does not work, since your communications are the only 

way the residency exists outside your team. Once again: for anyone who is not directly 
involved in your programme, your residency exists exclusively through the project 
communications that you conduct. Therefore, your residency communications do not 
start with the very first announcement of the open call but rather from the moment you 
choose a project name, develop a mission statement, and fill out the first funding 
application.

Communications are an integral aspect of the residency activities. Every email you send 
to potential or current partners, donors, or government officials is your public face. Every 
appearance you make as a representative of your residency programme at public events, 
even informal ones, adds to your image. That is why each team member is a 
communicator of the residency. Even in the development stage of the residency 
programme, curators, together with the communication managers or (if they are not 
available) on their own, should consider the target audience and design the public 
programme—lectures, discussions, artist talks, etc.—with this in mind. It is the curators, 
not the PR professionals, who should make sure that the concept of the residency and 
the description of the final project (if any) are clear and will be of interest to the 
audience.

Communications are not just about published articles or social media posts. They are also 
about your work with the local community, which often means whether your immediate 
neighbours know what you are doing and whether they like it. Communication with the 
community is critical. Truly successful residencies not only create a quality experience for 
their participants and organisers, they also contribute to the development of the local 
community. This is only possible if you actively involve the community in the residency 
activities: at least by inviting people to your events and introducing them to the residents, 
and ideally by involving them in the programme. This can be done in different ways: by 
surveying the locals about how the residency could contribute to improving the situation 
in the community (for example, by creating workshops for local children with the 
participation of residents); by inviting active community members to join the supervisory 
board or as consultants or volunteers; etc. 

It is your responsibility to ensure meaningful communication between the residents and 
the local community. As already mentioned, the residency location may be exotic to the 
residents and that may be what makes it attractive. This is normal at the beginning of the 
programme, but if the resident keeps perceiving the place as exotic—that is, foreign and 
unfamiliar, even though it is attractive—this is a sign of a communication failure. It is 
crucial to avoid isolating residents and to do so, you should schedule introductory visits 
to the residency for community members, as well as introduce residents to members of 
the professional community in your city, with the help of an interpreter if necessary. The 
more your community is involved in the residency life, the better it will understand its 
benefits and the more it will be responsive to its needs.

Thus, communication becomes a key element of the entire residency project. For this 
reason, you will need to start working on a communication strategy during the concept 
development stage of the project. From the very beginning, you have to answer three 
main questions: 

Defining your target audience (TA) will greatly influence your choice of communication 
channels. Please remember, you are not your target audience. Don't judge it based only 
on your own experience. You need to carefully study who your project is aimed at and 
develop a communication strategy based on the characteristics of each of the target 
audience groups. Your primary target audience will be potential participants of the 
residency programme; the following possible categories may include sponsors, patrons, 
donors (both current and future); media; professional community (artists, curators, 
critics, researchers, etc.); representatives of the local environment (residents, local 
authorities), etc.

Each target audience should have its key messages and communication channels. 
The key message should answer the three following questions:

Make sure that you have identified your target audience and specific key messages 
before you start defining communication channels and tools. Think carefully about 
whether your communication with each target audience will be direct (a coffee meeting, a 
press conference, communicating on social media) or through intermediaries (media, 
influencers, experts, and partners). What media will you use? Digital space (website, 
social media)? Tote bags, T-shirts, posters, flyers, etc.? Why is this particular medium 
efficient for your target audience? Where and how will they be placed and distributed?

To develop your communication strategy, you can use this simple chart:

Today, most communications have moved to social media. This is due to both its 
popularity and relative cheapness. Often, a substantial amount of the communications 
budget is invested in paid advertising on Facebook and other platforms, and while this 
form of communication can be efficient, it is by no means a silver bullet. It's worth 
remembering that without professional SMM managers who can properly target ads, 
using paid social media services is mostly a waste of money. Instead, traditional tools 
such as newsletters or even printed posters can have a much greater response if put in 
the right places. 

To reach out to the media, you don't necessarily need a dedicated PR person or a budget 
for paid publications. Cultural media, or thematic channels or groups on social media, are 
always in need of new content and looking for information about interesting projects, so 
your task is to bring them a story about your project that they may want to share. This 

story should be included in the press release. Here are some simple tips on how to create 
it:

Create your database of media contacts and individual journalists and update it once a 
year. Send personalised emails and do not overuse mass mailings of press releases if you 
do not want them to end up in the spam folder. Remember that people in the media are 
real, and they pay attention to how emails and press releases are written. The more care 
you show to the readers of your press release, the more likely you are to get it published. 
You will most likely need to adapt your press release for different media and platforms, so 
have a basic version on hand that is easy to make copies of, and that you can edit. Also, 
be ready to write the story about your residency yourself for publication in a format 
agreed upon with the media at their request.

Despite all this, social media is still an important, often primary, channel of 
communication with your audience. Try to post regularly on social media: even if it means 
one publication per month, it must be done on a monthly basis. When someone visits 
your social media page for the first time, the first thing that catches their eye is the latest 
publication in your feed, and if it is from last year, they immediately get the impression 
that your page is dead. Keep a calendar of publications where you plan what to post and 
when: this will help you turn SMM into a habit and keep in touch with your audience.

Remember that social media is about interaction. It's a common practice to include a call 
to action in your publications, as it makes it easier to engage your audience. 
Calls to action can be effective, but only if the content of the publication itself is 
engaging. For example, you might attempt to raise a controversial topic or activate a 
strong feeling such as nostalgia in your audience. Avoid automatically adding phrases like 
‘What do you think about this? Share your thoughts in the comments!’ This is perceived 
as a forced attempt to write something ‘in SMM style’. The audience should be engaged 

and attracted naturally through the content of your message. In 
other words, don't try to deceive your audience, and don't expect 
them to be excited about something that isn't exciting. All your 
communications should be honest and open. The best way to 
make your audience feel that you care about them is to answer 
all their questions in a timely manner in comments and 
messages, always be polite, tolerant, and show equal respect to 
all your readers.

And finally, a few words about donors. At every opportunity, 
don't forget to mention those who have supported your 
residency financially or in other ways. This applies to both 
sponsors and partners, volunteers, and all concerned members 
of your community who have contributed to the development of 
the residency. It is a common thing that grant agreements require 
that the logo of the donor or sponsor be included on all project 
communication materials and mentioned in the major project 
communications. This is the basic thing that you should never 
forget. But if you want to establish a long-term relationship with 
your donors, think how else you can express your gratitude: 
introduce them to the residents in person, hold a private closed 
opening before the public opening of an exhibition, give them a 
few copies of the final publication, create a dedicated 
publication about them on social media, etc. Such special 
attention—provided it is appropriate and unobtrusive—will not go 
unnoticed and will add points to your credibility with donors and 
sponsors.

Documentation and Reporting
The importance of documenting all your work cannot be 
overestimated. It may seem obvious: you need to take photos of 
your residents at work and during meetings, document the 
creation of their artworks, film the final exhibitions, and record 
all the residency activities in a narrative report. Yet, proper 
documentation of projects is still a big challenge in Ukraine. 
Because of this, we may never find out about any number of 

interesting residencies that have taken place in the past, but remain only in the memories 
of their participants.

Regardless of whether your residency is funded by a grant or you are doing everything 
independently, documentation and reporting are essential elements of the project’s 
implementation, and they are necessary primarily for you to successfully communicate 
the residency and institutional history. Documenting the process also allows you to 
integrate the experience you have gained as a team and avoid mistakes in the future. 
There is never enough time for this, especially when the residency is in full swing and lots 
of activities are happening, but the point is that you need to document everything during 
activities, not after that. Therefore, documentation should become part of your routine. If 
the residency programme lasts for several weeks (or even months) and is full of activities, 
you should make at least brief notes about what happened and when, while your memory 
is fresh: how many people came to a particular event (registration forms are the best way 
to do this), what places you took the residents to and when, whom you introduced them 
to, etc. This can be done at the end of each week, and this will make your life much easier 
when it comes to creating the final report.

As for photo and video documentation, much will depend on your resources. Large 
residencies usually hire professional production teams to make a short video about each 
resident, including interviews and documentation of their artistic work. You can plan this 
type of documentation from the very beginning, and allocate money for it in your budget. 
If this is not possible, you can arrange interviews with residents and post them in text 
form on your website or social media, or negotiate publication in the media. Invite a 
photographer and/or videographer to come to your location for a fee or as a volunteer to 
capture the residents' work at different stages, and then you can use the footage as you 
choose: post it in your stories, edit it into a final video, create an archive on your website, 
include it in your report, etc. If you have no opportunity to invite a dedicated person, 
choose someone in your team who knows how to use the camera on their phone—this will 
most likely be your communications manager—and include documentation of residency 
activities in their scope of work. This person can also visit the residents from time to time, 
shoot short videos, post them on your social media, and save them for the archive. 

If you plan a final exhibition or other presentation of the results of your residency, 
documentation is necessary, and it is extremely important to do it well. To document the 
exhibition, you should consult with experts who professionally document exhibitions and 
artworks. If this is not feasible, research websites of art galleries and residencies and pay 
attention to how they document their exhibitions. It is important to set up the light 

properly, take photos of each piece from several angles (up close, from the front at a right 
angle, and from a distance, in the environment), as well as take overview shots of the 
exhibition. We recommend that you have documentation of the exhibition both without 
people, so that all the artworks are clearly seen, and with visitors for communication 
purposes.

All of these steps will make it much easier for you to prepare your final report. If it is a 
report for a donor, it should show whether the stated goals of the project have been 
achieved and provide sources that can verify this information. Your report should 
compare the residency plan with what was actually implemented. Each donor has its own 
approved forms and reporting rules, but most of them will include a narrative or 
descriptive part, a media report, and a financial report. Some institutions may 
additionally request a report from an independent auditor. Read all the reporting 
requirements carefully before you start your project—this will save you a serious 
headache later.

Keep your reader in mind when writing a narrative report. Present the facts concisely, 
clearly, and consistently; do not overload your report with unnecessary information, but 
cover all the issues as required by the donor. Make sure that the donor does not have to 
get back to you for more details. A report written carelessly and hastily can lead to the 
termination of cooperation between you and the donor in the future. Keep in mind what 
is of value to you and do not forget to emphasise it in your report (ethical and 
environmental aspects: building sustainable relationships with the local community, etc.).

Be careful with the numbers, and not only in the financial part. Remember: your 
professional reputation depends on the accuracy of the information you provide. Under 
no circumstances should you submit false information in your report. If you have 
achieved less than planned, do not try to hide it, but explain in the report why it 
happened. Most donors understand that such situations can happen. However, if you are 
caught lying, it could put an end to your entire future career.

The media report should include information about audience outreach through all the 
channels you used. We have already mentioned offline event attendance counts above: 
try to track them during your residency. You can find all the statistics about your social 
media outreach (number of likes, views, interactions with your posts, etc.) in the page 
management area. Add information about the total number of posts about your project 
with screenshots of each of them, showing users' reactions and comments. To monitor 
the media, better create a separate file titled ‘clipping’ where you can collect links to all 

mentions of your project in the media. Remember to indicate the date of each 
publication, and the name of the media source, and take screenshots of each publication 
and/or save it as a PDF in case the page disappears or moves to another address. We 
recommend that you do media clipping throughout the project: once you see a new 
publication, add it to your file.

The financial report is usually prepared by the accountant, and to ensure that everything 
works well, organise your document flow so that there is always a person in the team who 
fills out logs, scans, and files primary documentation, and knows exactly where each 
contract, invoice and certificate is, as well as their saved copies. Remember that you have 
to keep most of the documents for at least 3 years, so make sure you have a dry place for 
them in your office that is protected from direct sunlight.
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When developing evaluation criteria, try to be 
inclusive and respectful of diversity: gender, age, 
region, etc. Your residency will only benefit from 
having both more and less experienced artists in 
the group, as this leads to fruitful cooperation 
and helps the less experienced ones gain new 
experience and knowledge. It is also interesting 
when there are local artists among the 
residents: they are better able to introduce the 
visitors to the area and context than anyone 
else, and they also gain new experience from 
people coming from other regions.

Keep diversity 
in mind

and/or professional community. This also has its advantages when applying for grants: 
the application can describe straightaway the residents’ focus of interest, the themes to 
be covered, and the expected results. A nominated resident will have more time to get 
ready for the residency, and it will be easier for you to plan the project schedule; as a 
result, this will allow you to implement the residency programme more efficiently.

At the same time, you need to publicly communicate the criteria for your choice of artists 
to avoid possible criticism and accusations of elitism or nepotism. Also, keep in mind that 
being an invitation-only residency has practical disadvantages: for example, such 
residencies will not be accepted into Transartists, the largest network in the world.

Working only with invited artists, you also run the risk of being locked in your own bubble 
and missing out on new and interesting names that you may not even know of. That is 
why most residencies operate on an open call basis. You can have a year-round 
application process and review applications on a rolling basis; this option is suitable for 
individual residencies that are not tied to specific dates. Alternatively, you can hold open 
calls for group residencies that have a clear timeframe. 

Although an open call is by default a more democratic system for attracting residents 
than nomination, you need to make sure that the selection process is transparent and 
impartial. One way to achieve this is to involve independent experts in the evaluation. 
Keep in mind that inviting outside evaluators 
will require additional time to coordinate work 
schedules and a budget to pay for the experts’ 
work. Additionally, it should be noted that the 
presence of independent experts in the jury 
does not guarantee that the competition is 
transparent and impartial. The only real 
safeguard is a well-coordinated, rational, and 
transparently communicated evaluation 
system.

Develop an evaluation system with clearly 
defined criteria and an accurate scale. For 
example, ‘quality of artistic practice’ is a 
subjective evaluation criterion and cannot be 
the only or decisive factor in the selection 

process. If you are not ready to give this criterion up, you should balance it with other, 
more objective criteria, such as artist’s confirmed participation in professional projects in 
the relevant field; compliance of the artist’s practice with the specifics of your residency; 
letters of recommendation; convincing arguments in the motivation letter, etc. Although 
the evaluation of artistic practices can never be fully objective, try to minimise the factor 
of personal tastes and preferences.

When developing the evaluation scale, make sure that the different people who will be 
using it have the same understanding of the meaning of each grade and criteria. It is a 
good practice to create a small handbook for evaluators explaining the specifics of the 
residency programme, what artists you are looking for, and breaking down the evaluation 
criteria and the scale, clarifying what each score means. For example, you can set the 
criterion ‘how integrated the applicant’s practice is into the current institutional art field’ 
and evaluate it on a 4-point scale with the following breakdown: 4 points—the applicant 
has provided confirmation of participation in projects organised by national or municipal 
institutions and several mentions of their practice in professional media; 3 

points—confirmation of participation in projects of municipal or local scale and at least 
one mention in professional media; 2 points—confirmation of participation in at least one 
project; 1 point—no confirmation of participation in any projects. It is important that the 
evaluation criteria are clear not only to the evaluators but also to the applicants 
themselves, so you should publish them (perhaps in an abridged version) in the open call.

Don’t underestimate the value of interviewing the shortlisted finalists to get to know the 
people you are planning to host at your residency. This will give you a better 
understanding of how the artists will interact with others, and may prevent potential 
incidents. A chance to see each other before the residency begins, even through a video 
call, allows you to establish human contact with prospective residents, and is the first 
step in building a quality experience for all the residency participants. A video call can 
also be a good opportunity to show future residents around your residency space.

If some of the applicants did not get into the residency this year, but you really liked their 
applications, invite them to apply next year and keep in touch.

Logistics
It may sound banal but an essential part of organising any residency is making sure that 
the residents have a comfortable arrival, stay, and departure. Your programme may be of 
high curatorial quality, interesting, and useful, but the impression of it can be seriously 
spoiled by poorly organised logistics.

You should start taking care of travel issues as soon as the funding for the residency is 
confirmed. Book the tickets in advance, choosing options that allow changing dates or 
cancelling. If the residents are responsible for buying tickets, provide them with 
step-by-step instructions on how to get to the residency. This is especially true for 
foreigners: keep in mind that without knowing the local language it can be quite difficult 

to find your way around, so it is your responsibility as the organiser to make it as easy as 
possible for the residents. If you are able to meet the residents at the train station or 
airport and take them to the residency, this is the best option.

For the residencies located in remote places, it is necessary to provide a transfer for the 
residents. This can be a chartered bus or your own car if there are few residents, or if 
they do not arrive at the same time. If you organise a transfer through a contract service, 
it is best to make sure that not only a driver but also a residency representative meet the 
residents. 

Create an information sheet for the residents in English and your local language which 
you will send to them in a PDF before the residency starts and print it out so that they 
always have it at hand. Please include the following information:

Also, create an information sheet in your local language for foreign participants to carry 
with your contacts: whom to call in case a resident is detained by the police or has 
sudden health problems.

It is important to give new residents an introductory tour of the facilities and show them 
where to find things and how to use them: from the coffee machine to the photocopier. 
Where the washing machine with detergent is, where the vacuum cleaner, iron, or hair 
dryer are, where they can find clean bedsheets, etc. Such a tour is also a great 
opportunity to announce the general rules of the residency accommodation, such as 
washing your own dishes, sorting the rubbish, and silence after 11 pm (if applicable). 

If the residency takes place in a large city and is a long-term one, it makes sense to buy a 
public transportation pass for the residents. It is also a good practice to send out a 
newsletter at the beginning of the week with a list of the most interesting events in your 
area. If the residency is located in a village or a remote place, you should provide 
residents with options for getting to the nearest hospital, supermarket, and other more 
developed areas. If the participants will not be able to leave your location during the 
entire residency period and you will be responsible for buying food and other essential 
goods, you should inform all the residents in advance and clarify their dietary restrictions 
and possible special needs.

Interaction
A residency that hosts several people simultaneously creates a new micro-community 
that needs to be maintained. So, it is important that no one is left behind or feels 
unwelcome. Therefore, the first days of the residency programme should be dedicated to 
getting to residents getting to know one another and the team, as well as the activities to 
build your artistic community. Events should also be planned throughout the programme 
to facilitate communication (joint meals, parties, outings, etc.). Organise a presentation of 
the participants' artistic practices so that they understand each other’s backgrounds. This 
may encourage them to collaborate during the residency programme. A board with signed 
Polaroid photo portraits of the participants can be a great solution for integration and 
introduction. These photos can later be stored in a dedicated album.

Consider activities to integrate residents into the local community. You can do this 
through public events (lectures, artist talks, or workshops) and by inviting local experts 
(curators, artists, or researchers) to your venue. Be sure to schedule an individual meeting 
with the curator for each resident. Find out how you can be helpful, whom to connect 
with, and what places to visit in your location to deepen the residency research and agree 
on what results are expected from the residency programme.

It is not only the participants who make a residency artistic but also its content. Make 
sure that you have not only a comfortable workspace but also an interesting thematic 
library, a projector, and a screen for joint evening film screenings, board games, yoga 
mats, etc. A good thing to do is to decorate the space with artworks by residency alumni. 
This creates a sense of network and continuity.

Despite all the above activities and events, conflicts may occur during the residency 
programme, and it is your direct responsibility as the organiser to resolve them. If there is 
a conflict between the residents, be a mediator: talk to all parties involved in the conflict 
individually and try to hear all of them to find a compromise. Stay neutral and friendly to 
everyone. If necessary, engage a professional psychologist to help the residents.

If a conflict has occurred between you and a resident, it is crucial to resolve it before the 
programme ends, and if you fail to do so, do your best to ensure that the resident sees 
that you are willing to resolve the situation in a way that takes their interests into 
account. Never give residents the impression that you are indifferent to their needs. 
Unfortunately, a bad reputation spreads much faster than a good one.

If it is clear that the conflict was caused by one person and the situation is not critical, 
you can give them a yellow card and warn them that a red card will mean the end of your 
cooperation. When all possible methods of resolving the situation fail, terminating the 
toxic person's participation in the residency programme is the best solution. It is better to 
inform the resident about your decision in person, but this should also be indicated in an 
email. Agree on the time that the resident needs to pack and organise the logistics. If you 
have donors, be sure to inform them of the situation. Termination of the residency 
programme is an extreme measure that everyone tries to avoid, but sometimes it is the 
only way to keep other residents calm, save your property, and the nerves of everyone 
involved.

It is essential to get feedback from residents about their participation in your programme. 
You can do this in a variety of ways. For example, on the final day, organise a joint lunch 
and talk about the residency in a relaxed atmosphere. However, this approach has its 
disadvantages: what is said orally may be hard to document for further analysis in a 
team, and not all people are ready to share negative experiences openly in the presence 
of others. Therefore, it may be useful to survey the residents after the programme is over. 
Send participants an online form and ask them what they liked about the residency, what 
they found lacking, what to pay more attention to, etc. This approach also has its 
disadvantages: such requests can often remain unanswered as residents dive into their 

next projects. Whichever approach you choose, the most important thing is that you 
receive honest feedback and can work with your team to improve your residency 
programme in the future.

Responsibility
In Ukraine, it is still not always common for residents to sign a formal contract with the 
residency organiser, even though this is a standard practice in much of the Western 
world. This can lead to legal grey areas, abuses (on both sides), shifting of responsibility, 
and, in extreme cases, open conflicts and even litigation. Therefore, when planning and 
operating a residency, it is important not only to think in advance about what the 
residency organiser should be responsible for, but also to legally formalise the organisers’ 
rights and obligations within the framework of cooperation with residents. To do this, the 
residency organiser and the resident should sign an agreement that defines the mutual 
expectations of the parties (in particular, regarding the creation of artworks), the 
residency plan, and a list of rights and obligations for both parties. Such an agreement 
may also cover issues of professional ethics and communication, including how and when 
the resident should mention the residency programme in their public statements.

In your agreement, include a clause on the rules of conduct at the residency and a moral 
code that both participants and the programme organisers must adhere to. The code 
should be based on the principle of respect for human dignity and non-discrimination 
based on race, political, religious and other beliefs, gender, age, gender identity, disability, 
ethnic, or social origin, sexual orientation, marital and financial status, etc. Explicitly spell 
out the unacceptability of aggression, abusive language, sexual harassment, destructive 
behavior, etc. Such a clause will be helpful in resolving conflict situations.

Don't neglect to mention respect and care for the place and the environment: encourage 
residents to be responsible for all inhabitants of your area, both human and other beings.

The resident's responsibilities should include respectful treatment of the residency 
property. If the resident is provided with movable property (equipment, tools, etc.), this 
should also be documented in the acceptance contract. This way, in case of damage to 
the property due to the fault of the resident, it will be possible to apply for compensation.

If the residency programme implies the creation of an intellectual property object, this 
should be stated in the agreement, but the act of transferring the object or its property 
rights to the residency should be formalised in specific documents. These may include an 
author's agreement (an agreement commissioning the artwork from the artist), a 
purchase and sale agreement, an acceptance certificate, an agreement for the storage of 
an artwork for a certain period of time, or a licence agreement for the transfer of property 
rights to an intangible work. Please note that if your residency programme accepts 

artworks from residents, they should be put on the residency's balance sheet and require 
appropriate legal and accounting procedures. We advise you to negotiate non-exclusive 
property rights with your residents to keep your relations with them friendly. It will be an 
advantage for you if the artist uses their rights to an artwork created during their stay at 
your residency.

The agreement should also include the residency organiser’s obligation to ensure proper 
conditions for the resident's stay. The residency organiser may (but is not obliged to) 
assist residents in obtaining a visa, translation, and insurance. The agreement with the 
resident may specify assistance in obtaining a visa, but such support should only be 
offered if the residency organiser is ready to do this and there is a person on staff who 
can assist or provide guidance. When specifying any expenses in an agreement with a 
resident, you should take into account the tax consequences. For example, in order to 
pay a foreign resident an honorarium or other payments, they must obtain a tax number 
in Ukraine and open a bank account. When the residency organiser is a tax agent and 
pays taxes for foreign residents, it is essential to factor in additional payments for income 
and military taxes.

While staying in Ukraine, foreign residents are required to have a medical insurance 
policy. Thus, if a resident needs to visit a doctor, the insurance 
company will reimburse the costs. Pay close attention to the 
terms and conditions of such a policy, as all medical services 
for foreigners in Ukraine are paid.

Unfortunately, there is virtually no precedent for other 
insurance options. Insurance companies are reluctant to 
insure artworks, but if it is possible to conduct an appraisal, 
then in individual cases it is possible to sign an artwork 
insurance contract for the period of storage, exhibition, or 
transportation.

Under martial law, it is the resident's decision, and the 
resident’s decision alone, whether to participate in a residency 
programme in Ukraine, taking into account all the risks. At the 
same time, according to the general regulations of martial law, 
there must be a shelter near the residency location, and when 
holding public events, organisers must take into account 

restrictions on the number of people in the premises at the same time and the ability of 
evacuation. The security of residents can also be specified in the agreement.

And finally, don't forget that responsibility should always be mutual. While giving the 
residents the freedom to create without censorship, the organisers must support them in 
case of possible public conflicts, for example, when the result of the artist's work causes 
outrage among the audience. During this process, you may need to consult a lawyer or a 
psychologist, and you will have to work out a joint diplomatic solution to the situation. 
But in all cases, the resident should feel protected, not abandoned, by the organisation 
that invited them.

We have drafted a bilingual sample Residency Agreement to help you draft your 
agreement with a resident.

Communications
From the perspective of many donors and sponsors, the main criterion for the success of 
a project is its media output. This is one of the reasons why many residencies choose a 
format such as a final exhibition, screening, or other public presentation: this not only 
structures and guides the work of the residents but also is the point in the project when a 
wider audience can learn about the residency. No matter how small your residency 
programme is, you can't afford not to communicate it. At the same time, can the success 
of a residency really be determined by how many times it was written about in the media 
or how many likes these posts got? Can all communications be considered media 
coverage?

Every project is 90% communication: communication with the team, co-organisers, 
contractors, participants, etc. There are two types of communication: internal, within the 
team; and external, which includes communication with donors, partners, and the general 
public. This section focuses on external communication.

Communications are often thought to be something separate from the essence of the 
project. At the core there is the project, or the content part, which is the responsibility of 
the curator and/or artists, and then separately from this there is the project’s PR, which 
should be the responsibility of professionally trained communication managers. 
Technically, this may be true if you work in a large team with a dedicated PR department, 
but in most cases this approach does not work, since your communications are the only 

way the residency exists outside your team. Once again: for anyone who is not directly 
involved in your programme, your residency exists exclusively through the project 
communications that you conduct. Therefore, your residency communications do not 
start with the very first announcement of the open call but rather from the moment you 
choose a project name, develop a mission statement, and fill out the first funding 
application.

Communications are an integral aspect of the residency activities. Every email you send 
to potential or current partners, donors, or government officials is your public face. Every 
appearance you make as a representative of your residency programme at public events, 
even informal ones, adds to your image. That is why each team member is a 
communicator of the residency. Even in the development stage of the residency 
programme, curators, together with the communication managers or (if they are not 
available) on their own, should consider the target audience and design the public 
programme—lectures, discussions, artist talks, etc.—with this in mind. It is the curators, 
not the PR professionals, who should make sure that the concept of the residency and 
the description of the final project (if any) are clear and will be of interest to the 
audience.

Communications are not just about published articles or social media posts. They are also 
about your work with the local community, which often means whether your immediate 
neighbours know what you are doing and whether they like it. Communication with the 
community is critical. Truly successful residencies not only create a quality experience for 
their participants and organisers, they also contribute to the development of the local 
community. This is only possible if you actively involve the community in the residency 
activities: at least by inviting people to your events and introducing them to the residents, 
and ideally by involving them in the programme. This can be done in different ways: by 
surveying the locals about how the residency could contribute to improving the situation 
in the community (for example, by creating workshops for local children with the 
participation of residents); by inviting active community members to join the supervisory 
board or as consultants or volunteers; etc. 

It is your responsibility to ensure meaningful communication between the residents and 
the local community. As already mentioned, the residency location may be exotic to the 
residents and that may be what makes it attractive. This is normal at the beginning of the 
programme, but if the resident keeps perceiving the place as exotic—that is, foreign and 
unfamiliar, even though it is attractive—this is a sign of a communication failure. It is 
crucial to avoid isolating residents and to do so, you should schedule introductory visits 
to the residency for community members, as well as introduce residents to members of 
the professional community in your city, with the help of an interpreter if necessary. The 
more your community is involved in the residency life, the better it will understand its 
benefits and the more it will be responsive to its needs.

Thus, communication becomes a key element of the entire residency project. For this 
reason, you will need to start working on a communication strategy during the concept 
development stage of the project. From the very beginning, you have to answer three 
main questions: 

Defining your target audience (TA) will greatly influence your choice of communication 
channels. Please remember, you are not your target audience. Don't judge it based only 
on your own experience. You need to carefully study who your project is aimed at and 
develop a communication strategy based on the characteristics of each of the target 
audience groups. Your primary target audience will be potential participants of the 
residency programme; the following possible categories may include sponsors, patrons, 
donors (both current and future); media; professional community (artists, curators, 
critics, researchers, etc.); representatives of the local environment (residents, local 
authorities), etc.

Each target audience should have its key messages and communication channels. 
The key message should answer the three following questions:

Make sure that you have identified your target audience and specific key messages 
before you start defining communication channels and tools. Think carefully about 
whether your communication with each target audience will be direct (a coffee meeting, a 
press conference, communicating on social media) or through intermediaries (media, 
influencers, experts, and partners). What media will you use? Digital space (website, 
social media)? Tote bags, T-shirts, posters, flyers, etc.? Why is this particular medium 
efficient for your target audience? Where and how will they be placed and distributed?

To develop your communication strategy, you can use this simple chart:

Today, most communications have moved to social media. This is due to both its 
popularity and relative cheapness. Often, a substantial amount of the communications 
budget is invested in paid advertising on Facebook and other platforms, and while this 
form of communication can be efficient, it is by no means a silver bullet. It's worth 
remembering that without professional SMM managers who can properly target ads, 
using paid social media services is mostly a waste of money. Instead, traditional tools 
such as newsletters or even printed posters can have a much greater response if put in 
the right places. 

To reach out to the media, you don't necessarily need a dedicated PR person or a budget 
for paid publications. Cultural media, or thematic channels or groups on social media, are 
always in need of new content and looking for information about interesting projects, so 
your task is to bring them a story about your project that they may want to share. This 

story should be included in the press release. Here are some simple tips on how to create 
it:

Create your database of media contacts and individual journalists and update it once a 
year. Send personalised emails and do not overuse mass mailings of press releases if you 
do not want them to end up in the spam folder. Remember that people in the media are 
real, and they pay attention to how emails and press releases are written. The more care 
you show to the readers of your press release, the more likely you are to get it published. 
You will most likely need to adapt your press release for different media and platforms, so 
have a basic version on hand that is easy to make copies of, and that you can edit. Also, 
be ready to write the story about your residency yourself for publication in a format 
agreed upon with the media at their request.

Despite all this, social media is still an important, often primary, channel of 
communication with your audience. Try to post regularly on social media: even if it means 
one publication per month, it must be done on a monthly basis. When someone visits 
your social media page for the first time, the first thing that catches their eye is the latest 
publication in your feed, and if it is from last year, they immediately get the impression 
that your page is dead. Keep a calendar of publications where you plan what to post and 
when: this will help you turn SMM into a habit and keep in touch with your audience.

Remember that social media is about interaction. It's a common practice to include a call 
to action in your publications, as it makes it easier to engage your audience. 
Calls to action can be effective, but only if the content of the publication itself is 
engaging. For example, you might attempt to raise a controversial topic or activate a 
strong feeling such as nostalgia in your audience. Avoid automatically adding phrases like 
‘What do you think about this? Share your thoughts in the comments!’ This is perceived 
as a forced attempt to write something ‘in SMM style’. The audience should be engaged 

and attracted naturally through the content of your message. In 
other words, don't try to deceive your audience, and don't expect 
them to be excited about something that isn't exciting. All your 
communications should be honest and open. The best way to 
make your audience feel that you care about them is to answer 
all their questions in a timely manner in comments and 
messages, always be polite, tolerant, and show equal respect to 
all your readers.

And finally, a few words about donors. At every opportunity, 
don't forget to mention those who have supported your 
residency financially or in other ways. This applies to both 
sponsors and partners, volunteers, and all concerned members 
of your community who have contributed to the development of 
the residency. It is a common thing that grant agreements require 
that the logo of the donor or sponsor be included on all project 
communication materials and mentioned in the major project 
communications. This is the basic thing that you should never 
forget. But if you want to establish a long-term relationship with 
your donors, think how else you can express your gratitude: 
introduce them to the residents in person, hold a private closed 
opening before the public opening of an exhibition, give them a 
few copies of the final publication, create a dedicated 
publication about them on social media, etc. Such special 
attention—provided it is appropriate and unobtrusive—will not go 
unnoticed and will add points to your credibility with donors and 
sponsors.

Documentation and Reporting
The importance of documenting all your work cannot be 
overestimated. It may seem obvious: you need to take photos of 
your residents at work and during meetings, document the 
creation of their artworks, film the final exhibitions, and record 
all the residency activities in a narrative report. Yet, proper 
documentation of projects is still a big challenge in Ukraine. 
Because of this, we may never find out about any number of 

interesting residencies that have taken place in the past, but remain only in the memories 
of their participants.

Regardless of whether your residency is funded by a grant or you are doing everything 
independently, documentation and reporting are essential elements of the project’s 
implementation, and they are necessary primarily for you to successfully communicate 
the residency and institutional history. Documenting the process also allows you to 
integrate the experience you have gained as a team and avoid mistakes in the future. 
There is never enough time for this, especially when the residency is in full swing and lots 
of activities are happening, but the point is that you need to document everything during 
activities, not after that. Therefore, documentation should become part of your routine. If 
the residency programme lasts for several weeks (or even months) and is full of activities, 
you should make at least brief notes about what happened and when, while your memory 
is fresh: how many people came to a particular event (registration forms are the best way 
to do this), what places you took the residents to and when, whom you introduced them 
to, etc. This can be done at the end of each week, and this will make your life much easier 
when it comes to creating the final report.

As for photo and video documentation, much will depend on your resources. Large 
residencies usually hire professional production teams to make a short video about each 
resident, including interviews and documentation of their artistic work. You can plan this 
type of documentation from the very beginning, and allocate money for it in your budget. 
If this is not possible, you can arrange interviews with residents and post them in text 
form on your website or social media, or negotiate publication in the media. Invite a 
photographer and/or videographer to come to your location for a fee or as a volunteer to 
capture the residents' work at different stages, and then you can use the footage as you 
choose: post it in your stories, edit it into a final video, create an archive on your website, 
include it in your report, etc. If you have no opportunity to invite a dedicated person, 
choose someone in your team who knows how to use the camera on their phone—this will 
most likely be your communications manager—and include documentation of residency 
activities in their scope of work. This person can also visit the residents from time to time, 
shoot short videos, post them on your social media, and save them for the archive. 

If you plan a final exhibition or other presentation of the results of your residency, 
documentation is necessary, and it is extremely important to do it well. To document the 
exhibition, you should consult with experts who professionally document exhibitions and 
artworks. If this is not feasible, research websites of art galleries and residencies and pay 
attention to how they document their exhibitions. It is important to set up the light 

properly, take photos of each piece from several angles (up close, from the front at a right 
angle, and from a distance, in the environment), as well as take overview shots of the 
exhibition. We recommend that you have documentation of the exhibition both without 
people, so that all the artworks are clearly seen, and with visitors for communication 
purposes.

All of these steps will make it much easier for you to prepare your final report. If it is a 
report for a donor, it should show whether the stated goals of the project have been 
achieved and provide sources that can verify this information. Your report should 
compare the residency plan with what was actually implemented. Each donor has its own 
approved forms and reporting rules, but most of them will include a narrative or 
descriptive part, a media report, and a financial report. Some institutions may 
additionally request a report from an independent auditor. Read all the reporting 
requirements carefully before you start your project—this will save you a serious 
headache later.

Keep your reader in mind when writing a narrative report. Present the facts concisely, 
clearly, and consistently; do not overload your report with unnecessary information, but 
cover all the issues as required by the donor. Make sure that the donor does not have to 
get back to you for more details. A report written carelessly and hastily can lead to the 
termination of cooperation between you and the donor in the future. Keep in mind what 
is of value to you and do not forget to emphasise it in your report (ethical and 
environmental aspects: building sustainable relationships with the local community, etc.).

Be careful with the numbers, and not only in the financial part. Remember: your 
professional reputation depends on the accuracy of the information you provide. Under 
no circumstances should you submit false information in your report. If you have 
achieved less than planned, do not try to hide it, but explain in the report why it 
happened. Most donors understand that such situations can happen. However, if you are 
caught lying, it could put an end to your entire future career.

The media report should include information about audience outreach through all the 
channels you used. We have already mentioned offline event attendance counts above: 
try to track them during your residency. You can find all the statistics about your social 
media outreach (number of likes, views, interactions with your posts, etc.) in the page 
management area. Add information about the total number of posts about your project 
with screenshots of each of them, showing users' reactions and comments. To monitor 
the media, better create a separate file titled ‘clipping’ where you can collect links to all 

mentions of your project in the media. Remember to indicate the date of each 
publication, and the name of the media source, and take screenshots of each publication 
and/or save it as a PDF in case the page disappears or moves to another address. We 
recommend that you do media clipping throughout the project: once you see a new 
publication, add it to your file.

The financial report is usually prepared by the accountant, and to ensure that everything 
works well, organise your document flow so that there is always a person in the team who 
fills out logs, scans, and files primary documentation, and knows exactly where each 
contract, invoice and certificate is, as well as their saved copies. Remember that you have 
to keep most of the documents for at least 3 years, so make sure you have a dry place for 
them in your office that is protected from direct sunlight.
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and/or professional community. This also has its advantages when applying for grants: 
the application can describe straightaway the residents’ focus of interest, the themes to 
be covered, and the expected results. A nominated resident will have more time to get 
ready for the residency, and it will be easier for you to plan the project schedule; as a 
result, this will allow you to implement the residency programme more efficiently.

At the same time, you need to publicly communicate the criteria for your choice of artists 
to avoid possible criticism and accusations of elitism or nepotism. Also, keep in mind that 
being an invitation-only residency has practical disadvantages: for example, such 
residencies will not be accepted into Transartists, the largest network in the world.

Working only with invited artists, you also run the risk of being locked in your own bubble 
and missing out on new and interesting names that you may not even know of. That is 
why most residencies operate on an open call basis. You can have a year-round 
application process and review applications on a rolling basis; this option is suitable for 
individual residencies that are not tied to specific dates. Alternatively, you can hold open 
calls for group residencies that have a clear timeframe. 

Although an open call is by default a more democratic system for attracting residents 
than nomination, you need to make sure that the selection process is transparent and 
impartial. One way to achieve this is to involve independent experts in the evaluation. 
Keep in mind that inviting outside evaluators 
will require additional time to coordinate work 
schedules and a budget to pay for the experts’ 
work. Additionally, it should be noted that the 
presence of independent experts in the jury 
does not guarantee that the competition is 
transparent and impartial. The only real 
safeguard is a well-coordinated, rational, and 
transparently communicated evaluation 
system.

Develop an evaluation system with clearly 
defined criteria and an accurate scale. For 
example, ‘quality of artistic practice’ is a 
subjective evaluation criterion and cannot be 
the only or decisive factor in the selection 

process. If you are not ready to give this criterion up, you should balance it with other, 
more objective criteria, such as artist’s confirmed participation in professional projects in 
the relevant field; compliance of the artist’s practice with the specifics of your residency; 
letters of recommendation; convincing arguments in the motivation letter, etc. Although 
the evaluation of artistic practices can never be fully objective, try to minimise the factor 
of personal tastes and preferences.

When developing the evaluation scale, make sure that the different people who will be 
using it have the same understanding of the meaning of each grade and criteria. It is a 
good practice to create a small handbook for evaluators explaining the specifics of the 
residency programme, what artists you are looking for, and breaking down the evaluation 
criteria and the scale, clarifying what each score means. For example, you can set the 
criterion ‘how integrated the applicant’s practice is into the current institutional art field’ 
and evaluate it on a 4-point scale with the following breakdown: 4 points—the applicant 
has provided confirmation of participation in projects organised by national or municipal 
institutions and several mentions of their practice in professional media; 3 

points—confirmation of participation in projects of municipal or local scale and at least 
one mention in professional media; 2 points—confirmation of participation in at least one 
project; 1 point—no confirmation of participation in any projects. It is important that the 
evaluation criteria are clear not only to the evaluators but also to the applicants 
themselves, so you should publish them (perhaps in an abridged version) in the open call.

Don’t underestimate the value of interviewing the shortlisted finalists to get to know the 
people you are planning to host at your residency. This will give you a better 
understanding of how the artists will interact with others, and may prevent potential 
incidents. A chance to see each other before the residency begins, even through a video 
call, allows you to establish human contact with prospective residents, and is the first 
step in building a quality experience for all the residency participants. A video call can 
also be a good opportunity to show future residents around your residency space.

If some of the applicants did not get into the residency this year, but you really liked their 
applications, invite them to apply next year and keep in touch.

Logistics
It may sound banal but an essential part of organising any residency is making sure that 
the residents have a comfortable arrival, stay, and departure. Your programme may be of 
high curatorial quality, interesting, and useful, but the impression of it can be seriously 
spoiled by poorly organised logistics.

You should start taking care of travel issues as soon as the funding for the residency is 
confirmed. Book the tickets in advance, choosing options that allow changing dates or 
cancelling. If the residents are responsible for buying tickets, provide them with 
step-by-step instructions on how to get to the residency. This is especially true for 
foreigners: keep in mind that without knowing the local language it can be quite difficult 

to find your way around, so it is your responsibility as the organiser to make it as easy as 
possible for the residents. If you are able to meet the residents at the train station or 
airport and take them to the residency, this is the best option.

For the residencies located in remote places, it is necessary to provide a transfer for the 
residents. This can be a chartered bus or your own car if there are few residents, or if 
they do not arrive at the same time. If you organise a transfer through a contract service, 
it is best to make sure that not only a driver but also a residency representative meet the 
residents. 

Create an information sheet for the residents in English and your local language which 
you will send to them in a PDF before the residency starts and print it out so that they 
always have it at hand. Please include the following information:

Also, create an information sheet in your local language for foreign participants to carry 
with your contacts: whom to call in case a resident is detained by the police or has 
sudden health problems.

It is important to give new residents an introductory tour of the facilities and show them 
where to find things and how to use them: from the coffee machine to the photocopier. 
Where the washing machine with detergent is, where the vacuum cleaner, iron, or hair 
dryer are, where they can find clean bedsheets, etc. Such a tour is also a great 
opportunity to announce the general rules of the residency accommodation, such as 
washing your own dishes, sorting the rubbish, and silence after 11 pm (if applicable). 

If the residency takes place in a large city and is a long-term one, it makes sense to buy a 
public transportation pass for the residents. It is also a good practice to send out a 
newsletter at the beginning of the week with a list of the most interesting events in your 
area. If the residency is located in a village or a remote place, you should provide 
residents with options for getting to the nearest hospital, supermarket, and other more 
developed areas. If the participants will not be able to leave your location during the 
entire residency period and you will be responsible for buying food and other essential 
goods, you should inform all the residents in advance and clarify their dietary restrictions 
and possible special needs.

Interaction
A residency that hosts several people simultaneously creates a new micro-community 
that needs to be maintained. So, it is important that no one is left behind or feels 
unwelcome. Therefore, the first days of the residency programme should be dedicated to 
getting to residents getting to know one another and the team, as well as the activities to 
build your artistic community. Events should also be planned throughout the programme 
to facilitate communication (joint meals, parties, outings, etc.). Organise a presentation of 
the participants' artistic practices so that they understand each other’s backgrounds. This 
may encourage them to collaborate during the residency programme. A board with signed 
Polaroid photo portraits of the participants can be a great solution for integration and 
introduction. These photos can later be stored in a dedicated album.

Consider activities to integrate residents into the local community. You can do this 
through public events (lectures, artist talks, or workshops) and by inviting local experts 
(curators, artists, or researchers) to your venue. Be sure to schedule an individual meeting 
with the curator for each resident. Find out how you can be helpful, whom to connect 
with, and what places to visit in your location to deepen the residency research and agree 
on what results are expected from the residency programme.

It is not only the participants who make a residency artistic but also its content. Make 
sure that you have not only a comfortable workspace but also an interesting thematic 
library, a projector, and a screen for joint evening film screenings, board games, yoga 
mats, etc. A good thing to do is to decorate the space with artworks by residency alumni. 
This creates a sense of network and continuity.

Despite all the above activities and events, conflicts may occur during the residency 
programme, and it is your direct responsibility as the organiser to resolve them. If there is 
a conflict between the residents, be a mediator: talk to all parties involved in the conflict 
individually and try to hear all of them to find a compromise. Stay neutral and friendly to 
everyone. If necessary, engage a professional psychologist to help the residents.

If a conflict has occurred between you and a resident, it is crucial to resolve it before the 
programme ends, and if you fail to do so, do your best to ensure that the resident sees 
that you are willing to resolve the situation in a way that takes their interests into 
account. Never give residents the impression that you are indifferent to their needs. 
Unfortunately, a bad reputation spreads much faster than a good one.

If it is clear that the conflict was caused by one person and the situation is not critical, 
you can give them a yellow card and warn them that a red card will mean the end of your 
cooperation. When all possible methods of resolving the situation fail, terminating the 
toxic person's participation in the residency programme is the best solution. It is better to 
inform the resident about your decision in person, but this should also be indicated in an 
email. Agree on the time that the resident needs to pack and organise the logistics. If you 
have donors, be sure to inform them of the situation. Termination of the residency 
programme is an extreme measure that everyone tries to avoid, but sometimes it is the 
only way to keep other residents calm, save your property, and the nerves of everyone 
involved.

It is essential to get feedback from residents about their participation in your programme. 
You can do this in a variety of ways. For example, on the final day, organise a joint lunch 
and talk about the residency in a relaxed atmosphere. However, this approach has its 
disadvantages: what is said orally may be hard to document for further analysis in a 
team, and not all people are ready to share negative experiences openly in the presence 
of others. Therefore, it may be useful to survey the residents after the programme is over. 
Send participants an online form and ask them what they liked about the residency, what 
they found lacking, what to pay more attention to, etc. This approach also has its 
disadvantages: such requests can often remain unanswered as residents dive into their 

next projects. Whichever approach you choose, the most important thing is that you 
receive honest feedback and can work with your team to improve your residency 
programme in the future.

Responsibility
In Ukraine, it is still not always common for residents to sign a formal contract with the 
residency organiser, even though this is a standard practice in much of the Western 
world. This can lead to legal grey areas, abuses (on both sides), shifting of responsibility, 
and, in extreme cases, open conflicts and even litigation. Therefore, when planning and 
operating a residency, it is important not only to think in advance about what the 
residency organiser should be responsible for, but also to legally formalise the organisers’ 
rights and obligations within the framework of cooperation with residents. To do this, the 
residency organiser and the resident should sign an agreement that defines the mutual 
expectations of the parties (in particular, regarding the creation of artworks), the 
residency plan, and a list of rights and obligations for both parties. Such an agreement 
may also cover issues of professional ethics and communication, including how and when 
the resident should mention the residency programme in their public statements.

In your agreement, include a clause on the rules of conduct at the residency and a moral 
code that both participants and the programme organisers must adhere to. The code 
should be based on the principle of respect for human dignity and non-discrimination 
based on race, political, religious and other beliefs, gender, age, gender identity, disability, 
ethnic, or social origin, sexual orientation, marital and financial status, etc. Explicitly spell 
out the unacceptability of aggression, abusive language, sexual harassment, destructive 
behavior, etc. Such a clause will be helpful in resolving conflict situations.

Don't neglect to mention respect and care for the place and the environment: encourage 
residents to be responsible for all inhabitants of your area, both human and other beings.

The resident's responsibilities should include respectful treatment of the residency 
property. If the resident is provided with movable property (equipment, tools, etc.), this 
should also be documented in the acceptance contract. This way, in case of damage to 
the property due to the fault of the resident, it will be possible to apply for compensation.

If the residency programme implies the creation of an intellectual property object, this 
should be stated in the agreement, but the act of transferring the object or its property 
rights to the residency should be formalised in specific documents. These may include an 
author's agreement (an agreement commissioning the artwork from the artist), a 
purchase and sale agreement, an acceptance certificate, an agreement for the storage of 
an artwork for a certain period of time, or a licence agreement for the transfer of property 
rights to an intangible work. Please note that if your residency programme accepts 

artworks from residents, they should be put on the residency's balance sheet and require 
appropriate legal and accounting procedures. We advise you to negotiate non-exclusive 
property rights with your residents to keep your relations with them friendly. It will be an 
advantage for you if the artist uses their rights to an artwork created during their stay at 
your residency.

The agreement should also include the residency organiser’s obligation to ensure proper 
conditions for the resident's stay. The residency organiser may (but is not obliged to) 
assist residents in obtaining a visa, translation, and insurance. The agreement with the 
resident may specify assistance in obtaining a visa, but such support should only be 
offered if the residency organiser is ready to do this and there is a person on staff who 
can assist or provide guidance. When specifying any expenses in an agreement with a 
resident, you should take into account the tax consequences. For example, in order to 
pay a foreign resident an honorarium or other payments, they must obtain a tax number 
in Ukraine and open a bank account. When the residency organiser is a tax agent and 
pays taxes for foreign residents, it is essential to factor in additional payments for income 
and military taxes.

While staying in Ukraine, foreign residents are required to have a medical insurance 
policy. Thus, if a resident needs to visit a doctor, the insurance 
company will reimburse the costs. Pay close attention to the 
terms and conditions of such a policy, as all medical services 
for foreigners in Ukraine are paid.

Unfortunately, there is virtually no precedent for other 
insurance options. Insurance companies are reluctant to 
insure artworks, but if it is possible to conduct an appraisal, 
then in individual cases it is possible to sign an artwork 
insurance contract for the period of storage, exhibition, or 
transportation.

Under martial law, it is the resident's decision, and the 
resident’s decision alone, whether to participate in a residency 
programme in Ukraine, taking into account all the risks. At the 
same time, according to the general regulations of martial law, 
there must be a shelter near the residency location, and when 
holding public events, organisers must take into account 

restrictions on the number of people in the premises at the same time and the ability of 
evacuation. The security of residents can also be specified in the agreement.

And finally, don't forget that responsibility should always be mutual. While giving the 
residents the freedom to create without censorship, the organisers must support them in 
case of possible public conflicts, for example, when the result of the artist's work causes 
outrage among the audience. During this process, you may need to consult a lawyer or a 
psychologist, and you will have to work out a joint diplomatic solution to the situation. 
But in all cases, the resident should feel protected, not abandoned, by the organisation 
that invited them.

We have drafted a bilingual sample Residency Agreement to help you draft your 
agreement with a resident.

Communications
From the perspective of many donors and sponsors, the main criterion for the success of 
a project is its media output. This is one of the reasons why many residencies choose a 
format such as a final exhibition, screening, or other public presentation: this not only 
structures and guides the work of the residents but also is the point in the project when a 
wider audience can learn about the residency. No matter how small your residency 
programme is, you can't afford not to communicate it. At the same time, can the success 
of a residency really be determined by how many times it was written about in the media 
or how many likes these posts got? Can all communications be considered media 
coverage?

Every project is 90% communication: communication with the team, co-organisers, 
contractors, participants, etc. There are two types of communication: internal, within the 
team; and external, which includes communication with donors, partners, and the general 
public. This section focuses on external communication.

Communications are often thought to be something separate from the essence of the 
project. At the core there is the project, or the content part, which is the responsibility of 
the curator and/or artists, and then separately from this there is the project’s PR, which 
should be the responsibility of professionally trained communication managers. 
Technically, this may be true if you work in a large team with a dedicated PR department, 
but in most cases this approach does not work, since your communications are the only 

way the residency exists outside your team. Once again: for anyone who is not directly 
involved in your programme, your residency exists exclusively through the project 
communications that you conduct. Therefore, your residency communications do not 
start with the very first announcement of the open call but rather from the moment you 
choose a project name, develop a mission statement, and fill out the first funding 
application.

Communications are an integral aspect of the residency activities. Every email you send 
to potential or current partners, donors, or government officials is your public face. Every 
appearance you make as a representative of your residency programme at public events, 
even informal ones, adds to your image. That is why each team member is a 
communicator of the residency. Even in the development stage of the residency 
programme, curators, together with the communication managers or (if they are not 
available) on their own, should consider the target audience and design the public 
programme—lectures, discussions, artist talks, etc.—with this in mind. It is the curators, 
not the PR professionals, who should make sure that the concept of the residency and 
the description of the final project (if any) are clear and will be of interest to the 
audience.

Communications are not just about published articles or social media posts. They are also 
about your work with the local community, which often means whether your immediate 
neighbours know what you are doing and whether they like it. Communication with the 
community is critical. Truly successful residencies not only create a quality experience for 
their participants and organisers, they also contribute to the development of the local 
community. This is only possible if you actively involve the community in the residency 
activities: at least by inviting people to your events and introducing them to the residents, 
and ideally by involving them in the programme. This can be done in different ways: by 
surveying the locals about how the residency could contribute to improving the situation 
in the community (for example, by creating workshops for local children with the 
participation of residents); by inviting active community members to join the supervisory 
board or as consultants or volunteers; etc. 

It is your responsibility to ensure meaningful communication between the residents and 
the local community. As already mentioned, the residency location may be exotic to the 
residents and that may be what makes it attractive. This is normal at the beginning of the 
programme, but if the resident keeps perceiving the place as exotic—that is, foreign and 
unfamiliar, even though it is attractive—this is a sign of a communication failure. It is 
crucial to avoid isolating residents and to do so, you should schedule introductory visits 
to the residency for community members, as well as introduce residents to members of 
the professional community in your city, with the help of an interpreter if necessary. The 
more your community is involved in the residency life, the better it will understand its 
benefits and the more it will be responsive to its needs.

Thus, communication becomes a key element of the entire residency project. For this 
reason, you will need to start working on a communication strategy during the concept 
development stage of the project. From the very beginning, you have to answer three 
main questions: 

Defining your target audience (TA) will greatly influence your choice of communication 
channels. Please remember, you are not your target audience. Don't judge it based only 
on your own experience. You need to carefully study who your project is aimed at and 
develop a communication strategy based on the characteristics of each of the target 
audience groups. Your primary target audience will be potential participants of the 
residency programme; the following possible categories may include sponsors, patrons, 
donors (both current and future); media; professional community (artists, curators, 
critics, researchers, etc.); representatives of the local environment (residents, local 
authorities), etc.

Each target audience should have its key messages and communication channels. 
The key message should answer the three following questions:

Make sure that you have identified your target audience and specific key messages 
before you start defining communication channels and tools. Think carefully about 
whether your communication with each target audience will be direct (a coffee meeting, a 
press conference, communicating on social media) or through intermediaries (media, 
influencers, experts, and partners). What media will you use? Digital space (website, 
social media)? Tote bags, T-shirts, posters, flyers, etc.? Why is this particular medium 
efficient for your target audience? Where and how will they be placed and distributed?

To develop your communication strategy, you can use this simple chart:

Today, most communications have moved to social media. This is due to both its 
popularity and relative cheapness. Often, a substantial amount of the communications 
budget is invested in paid advertising on Facebook and other platforms, and while this 
form of communication can be efficient, it is by no means a silver bullet. It's worth 
remembering that without professional SMM managers who can properly target ads, 
using paid social media services is mostly a waste of money. Instead, traditional tools 
such as newsletters or even printed posters can have a much greater response if put in 
the right places. 

To reach out to the media, you don't necessarily need a dedicated PR person or a budget 
for paid publications. Cultural media, or thematic channels or groups on social media, are 
always in need of new content and looking for information about interesting projects, so 
your task is to bring them a story about your project that they may want to share. This 

story should be included in the press release. Here are some simple tips on how to create 
it:

Create your database of media contacts and individual journalists and update it once a 
year. Send personalised emails and do not overuse mass mailings of press releases if you 
do not want them to end up in the spam folder. Remember that people in the media are 
real, and they pay attention to how emails and press releases are written. The more care 
you show to the readers of your press release, the more likely you are to get it published. 
You will most likely need to adapt your press release for different media and platforms, so 
have a basic version on hand that is easy to make copies of, and that you can edit. Also, 
be ready to write the story about your residency yourself for publication in a format 
agreed upon with the media at their request.

Despite all this, social media is still an important, often primary, channel of 
communication with your audience. Try to post regularly on social media: even if it means 
one publication per month, it must be done on a monthly basis. When someone visits 
your social media page for the first time, the first thing that catches their eye is the latest 
publication in your feed, and if it is from last year, they immediately get the impression 
that your page is dead. Keep a calendar of publications where you plan what to post and 
when: this will help you turn SMM into a habit and keep in touch with your audience.

Remember that social media is about interaction. It's a common practice to include a call 
to action in your publications, as it makes it easier to engage your audience. 
Calls to action can be effective, but only if the content of the publication itself is 
engaging. For example, you might attempt to raise a controversial topic or activate a 
strong feeling such as nostalgia in your audience. Avoid automatically adding phrases like 
‘What do you think about this? Share your thoughts in the comments!’ This is perceived 
as a forced attempt to write something ‘in SMM style’. The audience should be engaged 

and attracted naturally through the content of your message. In 
other words, don't try to deceive your audience, and don't expect 
them to be excited about something that isn't exciting. All your 
communications should be honest and open. The best way to 
make your audience feel that you care about them is to answer 
all their questions in a timely manner in comments and 
messages, always be polite, tolerant, and show equal respect to 
all your readers.

And finally, a few words about donors. At every opportunity, 
don't forget to mention those who have supported your 
residency financially or in other ways. This applies to both 
sponsors and partners, volunteers, and all concerned members 
of your community who have contributed to the development of 
the residency. It is a common thing that grant agreements require 
that the logo of the donor or sponsor be included on all project 
communication materials and mentioned in the major project 
communications. This is the basic thing that you should never 
forget. But if you want to establish a long-term relationship with 
your donors, think how else you can express your gratitude: 
introduce them to the residents in person, hold a private closed 
opening before the public opening of an exhibition, give them a 
few copies of the final publication, create a dedicated 
publication about them on social media, etc. Such special 
attention—provided it is appropriate and unobtrusive—will not go 
unnoticed and will add points to your credibility with donors and 
sponsors.

Documentation and Reporting
The importance of documenting all your work cannot be 
overestimated. It may seem obvious: you need to take photos of 
your residents at work and during meetings, document the 
creation of their artworks, film the final exhibitions, and record 
all the residency activities in a narrative report. Yet, proper 
documentation of projects is still a big challenge in Ukraine. 
Because of this, we may never find out about any number of 

interesting residencies that have taken place in the past, but remain only in the memories 
of their participants.

Regardless of whether your residency is funded by a grant or you are doing everything 
independently, documentation and reporting are essential elements of the project’s 
implementation, and they are necessary primarily for you to successfully communicate 
the residency and institutional history. Documenting the process also allows you to 
integrate the experience you have gained as a team and avoid mistakes in the future. 
There is never enough time for this, especially when the residency is in full swing and lots 
of activities are happening, but the point is that you need to document everything during 
activities, not after that. Therefore, documentation should become part of your routine. If 
the residency programme lasts for several weeks (or even months) and is full of activities, 
you should make at least brief notes about what happened and when, while your memory 
is fresh: how many people came to a particular event (registration forms are the best way 
to do this), what places you took the residents to and when, whom you introduced them 
to, etc. This can be done at the end of each week, and this will make your life much easier 
when it comes to creating the final report.

As for photo and video documentation, much will depend on your resources. Large 
residencies usually hire professional production teams to make a short video about each 
resident, including interviews and documentation of their artistic work. You can plan this 
type of documentation from the very beginning, and allocate money for it in your budget. 
If this is not possible, you can arrange interviews with residents and post them in text 
form on your website or social media, or negotiate publication in the media. Invite a 
photographer and/or videographer to come to your location for a fee or as a volunteer to 
capture the residents' work at different stages, and then you can use the footage as you 
choose: post it in your stories, edit it into a final video, create an archive on your website, 
include it in your report, etc. If you have no opportunity to invite a dedicated person, 
choose someone in your team who knows how to use the camera on their phone—this will 
most likely be your communications manager—and include documentation of residency 
activities in their scope of work. This person can also visit the residents from time to time, 
shoot short videos, post them on your social media, and save them for the archive. 

If you plan a final exhibition or other presentation of the results of your residency, 
documentation is necessary, and it is extremely important to do it well. To document the 
exhibition, you should consult with experts who professionally document exhibitions and 
artworks. If this is not feasible, research websites of art galleries and residencies and pay 
attention to how they document their exhibitions. It is important to set up the light 

properly, take photos of each piece from several angles (up close, from the front at a right 
angle, and from a distance, in the environment), as well as take overview shots of the 
exhibition. We recommend that you have documentation of the exhibition both without 
people, so that all the artworks are clearly seen, and with visitors for communication 
purposes.

All of these steps will make it much easier for you to prepare your final report. If it is a 
report for a donor, it should show whether the stated goals of the project have been 
achieved and provide sources that can verify this information. Your report should 
compare the residency plan with what was actually implemented. Each donor has its own 
approved forms and reporting rules, but most of them will include a narrative or 
descriptive part, a media report, and a financial report. Some institutions may 
additionally request a report from an independent auditor. Read all the reporting 
requirements carefully before you start your project—this will save you a serious 
headache later.

Keep your reader in mind when writing a narrative report. Present the facts concisely, 
clearly, and consistently; do not overload your report with unnecessary information, but 
cover all the issues as required by the donor. Make sure that the donor does not have to 
get back to you for more details. A report written carelessly and hastily can lead to the 
termination of cooperation between you and the donor in the future. Keep in mind what 
is of value to you and do not forget to emphasise it in your report (ethical and 
environmental aspects: building sustainable relationships with the local community, etc.).

Be careful with the numbers, and not only in the financial part. Remember: your 
professional reputation depends on the accuracy of the information you provide. Under 
no circumstances should you submit false information in your report. If you have 
achieved less than planned, do not try to hide it, but explain in the report why it 
happened. Most donors understand that such situations can happen. However, if you are 
caught lying, it could put an end to your entire future career.

The media report should include information about audience outreach through all the 
channels you used. We have already mentioned offline event attendance counts above: 
try to track them during your residency. You can find all the statistics about your social 
media outreach (number of likes, views, interactions with your posts, etc.) in the page 
management area. Add information about the total number of posts about your project 
with screenshots of each of them, showing users' reactions and comments. To monitor 
the media, better create a separate file titled ‘clipping’ where you can collect links to all 

mentions of your project in the media. Remember to indicate the date of each 
publication, and the name of the media source, and take screenshots of each publication 
and/or save it as a PDF in case the page disappears or moves to another address. We 
recommend that you do media clipping throughout the project: once you see a new 
publication, add it to your file.

The financial report is usually prepared by the accountant, and to ensure that everything 
works well, organise your document flow so that there is always a person in the team who 
fills out logs, scans, and files primary documentation, and knows exactly where each 
contract, invoice and certificate is, as well as their saved copies. Remember that you have 
to keep most of the documents for at least 3 years, so make sure you have a dry place for 
them in your office that is protected from direct sunlight.
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and/or professional community. This also has its advantages when applying for grants: 
the application can describe straightaway the residents’ focus of interest, the themes to 
be covered, and the expected results. A nominated resident will have more time to get 
ready for the residency, and it will be easier for you to plan the project schedule; as a 
result, this will allow you to implement the residency programme more efficiently.

At the same time, you need to publicly communicate the criteria for your choice of artists 
to avoid possible criticism and accusations of elitism or nepotism. Also, keep in mind that 
being an invitation-only residency has practical disadvantages: for example, such 
residencies will not be accepted into Transartists, the largest network in the world.

Working only with invited artists, you also run the risk of being locked in your own bubble 
and missing out on new and interesting names that you may not even know of. That is 
why most residencies operate on an open call basis. You can have a year-round 
application process and review applications on a rolling basis; this option is suitable for 
individual residencies that are not tied to specific dates. Alternatively, you can hold open 
calls for group residencies that have a clear timeframe. 

Although an open call is by default a more democratic system for attracting residents 
than nomination, you need to make sure that the selection process is transparent and 
impartial. One way to achieve this is to involve independent experts in the evaluation. 
Keep in mind that inviting outside evaluators 
will require additional time to coordinate work 
schedules and a budget to pay for the experts’ 
work. Additionally, it should be noted that the 
presence of independent experts in the jury 
does not guarantee that the competition is 
transparent and impartial. The only real 
safeguard is a well-coordinated, rational, and 
transparently communicated evaluation 
system.

Develop an evaluation system with clearly 
defined criteria and an accurate scale. For 
example, ‘quality of artistic practice’ is a 
subjective evaluation criterion and cannot be 
the only or decisive factor in the selection 

process. If you are not ready to give this criterion up, you should balance it with other, 
more objective criteria, such as artist’s confirmed participation in professional projects in 
the relevant field; compliance of the artist’s practice with the specifics of your residency; 
letters of recommendation; convincing arguments in the motivation letter, etc. Although 
the evaluation of artistic practices can never be fully objective, try to minimise the factor 
of personal tastes and preferences.

When developing the evaluation scale, make sure that the different people who will be 
using it have the same understanding of the meaning of each grade and criteria. It is a 
good practice to create a small handbook for evaluators explaining the specifics of the 
residency programme, what artists you are looking for, and breaking down the evaluation 
criteria and the scale, clarifying what each score means. For example, you can set the 
criterion ‘how integrated the applicant’s practice is into the current institutional art field’ 
and evaluate it on a 4-point scale with the following breakdown: 4 points—the applicant 
has provided confirmation of participation in projects organised by national or municipal 
institutions and several mentions of their practice in professional media; 3 

points—confirmation of participation in projects of municipal or local scale and at least 
one mention in professional media; 2 points—confirmation of participation in at least one 
project; 1 point—no confirmation of participation in any projects. It is important that the 
evaluation criteria are clear not only to the evaluators but also to the applicants 
themselves, so you should publish them (perhaps in an abridged version) in the open call.

Don’t underestimate the value of interviewing the shortlisted finalists to get to know the 
people you are planning to host at your residency. This will give you a better 
understanding of how the artists will interact with others, and may prevent potential 
incidents. A chance to see each other before the residency begins, even through a video 
call, allows you to establish human contact with prospective residents, and is the first 
step in building a quality experience for all the residency participants. A video call can 
also be a good opportunity to show future residents around your residency space.

If some of the applicants did not get into the residency this year, but you really liked their 
applications, invite them to apply next year and keep in touch.

Logistics
It may sound banal but an essential part of organising any residency is making sure that 
the residents have a comfortable arrival, stay, and departure. Your programme may be of 
high curatorial quality, interesting, and useful, but the impression of it can be seriously 
spoiled by poorly organised logistics.

You should start taking care of travel issues as soon as the funding for the residency is 
confirmed. Book the tickets in advance, choosing options that allow changing dates or 
cancelling. If the residents are responsible for buying tickets, provide them with 
step-by-step instructions on how to get to the residency. This is especially true for 
foreigners: keep in mind that without knowing the local language it can be quite difficult 

“A very important experience is researching not only the local 
situation but also the context from which the artist comes.” 

Yurii Kruchak, co-founder of the Open Place residency (Kyiv)

to find your way around, so it is your responsibility as the organiser to make it as easy as 
possible for the residents. If you are able to meet the residents at the train station or 
airport and take them to the residency, this is the best option.

For the residencies located in remote places, it is necessary to provide a transfer for the 
residents. This can be a chartered bus or your own car if there are few residents, or if 
they do not arrive at the same time. If you organise a transfer through a contract service, 
it is best to make sure that not only a driver but also a residency representative meet the 
residents. 

Create an information sheet for the residents in English and your local language which 
you will send to them in a PDF before the residency starts and print it out so that they 
always have it at hand. Please include the following information:

Also, create an information sheet in your local language for foreign participants to carry 
with your contacts: whom to call in case a resident is detained by the police or has 
sudden health problems.

It is important to give new residents an introductory tour of the facilities and show them 
where to find things and how to use them: from the coffee machine to the photocopier. 
Where the washing machine with detergent is, where the vacuum cleaner, iron, or hair 
dryer are, where they can find clean bedsheets, etc. Such a tour is also a great 
opportunity to announce the general rules of the residency accommodation, such as 
washing your own dishes, sorting the rubbish, and silence after 11 pm (if applicable). 

If the residency takes place in a large city and is a long-term one, it makes sense to buy a 
public transportation pass for the residents. It is also a good practice to send out a 
newsletter at the beginning of the week with a list of the most interesting events in your 
area. If the residency is located in a village or a remote place, you should provide 
residents with options for getting to the nearest hospital, supermarket, and other more 
developed areas. If the participants will not be able to leave your location during the 
entire residency period and you will be responsible for buying food and other essential 
goods, you should inform all the residents in advance and clarify their dietary restrictions 
and possible special needs.

Interaction
A residency that hosts several people simultaneously creates a new micro-community 
that needs to be maintained. So, it is important that no one is left behind or feels 
unwelcome. Therefore, the first days of the residency programme should be dedicated to 
getting to residents getting to know one another and the team, as well as the activities to 
build your artistic community. Events should also be planned throughout the programme 
to facilitate communication (joint meals, parties, outings, etc.). Organise a presentation of 
the participants' artistic practices so that they understand each other’s backgrounds. This 
may encourage them to collaborate during the residency programme. A board with signed 
Polaroid photo portraits of the participants can be a great solution for integration and 
introduction. These photos can later be stored in a dedicated album.

Consider activities to integrate residents into the local community. You can do this 
through public events (lectures, artist talks, or workshops) and by inviting local experts 
(curators, artists, or researchers) to your venue. Be sure to schedule an individual meeting 
with the curator for each resident. Find out how you can be helpful, whom to connect 
with, and what places to visit in your location to deepen the residency research and agree 
on what results are expected from the residency programme.

It is not only the participants who make a residency artistic but also its content. Make 
sure that you have not only a comfortable workspace but also an interesting thematic 
library, a projector, and a screen for joint evening film screenings, board games, yoga 
mats, etc. A good thing to do is to decorate the space with artworks by residency alumni. 
This creates a sense of network and continuity.

Despite all the above activities and events, conflicts may occur during the residency 
programme, and it is your direct responsibility as the organiser to resolve them. If there is 
a conflict between the residents, be a mediator: talk to all parties involved in the conflict 
individually and try to hear all of them to find a compromise. Stay neutral and friendly to 
everyone. If necessary, engage a professional psychologist to help the residents.

If a conflict has occurred between you and a resident, it is crucial to resolve it before the 
programme ends, and if you fail to do so, do your best to ensure that the resident sees 
that you are willing to resolve the situation in a way that takes their interests into 
account. Never give residents the impression that you are indifferent to their needs. 
Unfortunately, a bad reputation spreads much faster than a good one.

If it is clear that the conflict was caused by one person and the situation is not critical, 
you can give them a yellow card and warn them that a red card will mean the end of your 
cooperation. When all possible methods of resolving the situation fail, terminating the 
toxic person's participation in the residency programme is the best solution. It is better to 
inform the resident about your decision in person, but this should also be indicated in an 
email. Agree on the time that the resident needs to pack and organise the logistics. If you 
have donors, be sure to inform them of the situation. Termination of the residency 
programme is an extreme measure that everyone tries to avoid, but sometimes it is the 
only way to keep other residents calm, save your property, and the nerves of everyone 
involved.

It is essential to get feedback from residents about their participation in your programme. 
You can do this in a variety of ways. For example, on the final day, organise a joint lunch 
and talk about the residency in a relaxed atmosphere. However, this approach has its 
disadvantages: what is said orally may be hard to document for further analysis in a 
team, and not all people are ready to share negative experiences openly in the presence 
of others. Therefore, it may be useful to survey the residents after the programme is over. 
Send participants an online form and ask them what they liked about the residency, what 
they found lacking, what to pay more attention to, etc. This approach also has its 
disadvantages: such requests can often remain unanswered as residents dive into their 

next projects. Whichever approach you choose, the most important thing is that you 
receive honest feedback and can work with your team to improve your residency 
programme in the future.

Responsibility
In Ukraine, it is still not always common for residents to sign a formal contract with the 
residency organiser, even though this is a standard practice in much of the Western 
world. This can lead to legal grey areas, abuses (on both sides), shifting of responsibility, 
and, in extreme cases, open conflicts and even litigation. Therefore, when planning and 
operating a residency, it is important not only to think in advance about what the 
residency organiser should be responsible for, but also to legally formalise the organisers’ 
rights and obligations within the framework of cooperation with residents. To do this, the 
residency organiser and the resident should sign an agreement that defines the mutual 
expectations of the parties (in particular, regarding the creation of artworks), the 
residency plan, and a list of rights and obligations for both parties. Such an agreement 
may also cover issues of professional ethics and communication, including how and when 
the resident should mention the residency programme in their public statements.

In your agreement, include a clause on the rules of conduct at the residency and a moral 
code that both participants and the programme organisers must adhere to. The code 
should be based on the principle of respect for human dignity and non-discrimination 
based on race, political, religious and other beliefs, gender, age, gender identity, disability, 
ethnic, or social origin, sexual orientation, marital and financial status, etc. Explicitly spell 
out the unacceptability of aggression, abusive language, sexual harassment, destructive 
behavior, etc. Such a clause will be helpful in resolving conflict situations.

Don't neglect to mention respect and care for the place and the environment: encourage 
residents to be responsible for all inhabitants of your area, both human and other beings.

The resident's responsibilities should include respectful treatment of the residency 
property. If the resident is provided with movable property (equipment, tools, etc.), this 
should also be documented in the acceptance contract. This way, in case of damage to 
the property due to the fault of the resident, it will be possible to apply for compensation.

If the residency programme implies the creation of an intellectual property object, this 
should be stated in the agreement, but the act of transferring the object or its property 
rights to the residency should be formalised in specific documents. These may include an 
author's agreement (an agreement commissioning the artwork from the artist), a 
purchase and sale agreement, an acceptance certificate, an agreement for the storage of 
an artwork for a certain period of time, or a licence agreement for the transfer of property 
rights to an intangible work. Please note that if your residency programme accepts 

artworks from residents, they should be put on the residency's balance sheet and require 
appropriate legal and accounting procedures. We advise you to negotiate non-exclusive 
property rights with your residents to keep your relations with them friendly. It will be an 
advantage for you if the artist uses their rights to an artwork created during their stay at 
your residency.

The agreement should also include the residency organiser’s obligation to ensure proper 
conditions for the resident's stay. The residency organiser may (but is not obliged to) 
assist residents in obtaining a visa, translation, and insurance. The agreement with the 
resident may specify assistance in obtaining a visa, but such support should only be 
offered if the residency organiser is ready to do this and there is a person on staff who 
can assist or provide guidance. When specifying any expenses in an agreement with a 
resident, you should take into account the tax consequences. For example, in order to 
pay a foreign resident an honorarium or other payments, they must obtain a tax number 
in Ukraine and open a bank account. When the residency organiser is a tax agent and 
pays taxes for foreign residents, it is essential to factor in additional payments for income 
and military taxes.

While staying in Ukraine, foreign residents are required to have a medical insurance 
policy. Thus, if a resident needs to visit a doctor, the insurance 
company will reimburse the costs. Pay close attention to the 
terms and conditions of such a policy, as all medical services 
for foreigners in Ukraine are paid.

Unfortunately, there is virtually no precedent for other 
insurance options. Insurance companies are reluctant to 
insure artworks, but if it is possible to conduct an appraisal, 
then in individual cases it is possible to sign an artwork 
insurance contract for the period of storage, exhibition, or 
transportation.

Under martial law, it is the resident's decision, and the 
resident’s decision alone, whether to participate in a residency 
programme in Ukraine, taking into account all the risks. At the 
same time, according to the general regulations of martial law, 
there must be a shelter near the residency location, and when 
holding public events, organisers must take into account 

restrictions on the number of people in the premises at the same time and the ability of 
evacuation. The security of residents can also be specified in the agreement.

And finally, don't forget that responsibility should always be mutual. While giving the 
residents the freedom to create without censorship, the organisers must support them in 
case of possible public conflicts, for example, when the result of the artist's work causes 
outrage among the audience. During this process, you may need to consult a lawyer or a 
psychologist, and you will have to work out a joint diplomatic solution to the situation. 
But in all cases, the resident should feel protected, not abandoned, by the organisation 
that invited them.

We have drafted a bilingual sample Residency Agreement to help you draft your 
agreement with a resident.

Communications
From the perspective of many donors and sponsors, the main criterion for the success of 
a project is its media output. This is one of the reasons why many residencies choose a 
format such as a final exhibition, screening, or other public presentation: this not only 
structures and guides the work of the residents but also is the point in the project when a 
wider audience can learn about the residency. No matter how small your residency 
programme is, you can't afford not to communicate it. At the same time, can the success 
of a residency really be determined by how many times it was written about in the media 
or how many likes these posts got? Can all communications be considered media 
coverage?

Every project is 90% communication: communication with the team, co-organisers, 
contractors, participants, etc. There are two types of communication: internal, within the 
team; and external, which includes communication with donors, partners, and the general 
public. This section focuses on external communication.

Communications are often thought to be something separate from the essence of the 
project. At the core there is the project, or the content part, which is the responsibility of 
the curator and/or artists, and then separately from this there is the project’s PR, which 
should be the responsibility of professionally trained communication managers. 
Technically, this may be true if you work in a large team with a dedicated PR department, 
but in most cases this approach does not work, since your communications are the only 

way the residency exists outside your team. Once again: for anyone who is not directly 
involved in your programme, your residency exists exclusively through the project 
communications that you conduct. Therefore, your residency communications do not 
start with the very first announcement of the open call but rather from the moment you 
choose a project name, develop a mission statement, and fill out the first funding 
application.

Communications are an integral aspect of the residency activities. Every email you send 
to potential or current partners, donors, or government officials is your public face. Every 
appearance you make as a representative of your residency programme at public events, 
even informal ones, adds to your image. That is why each team member is a 
communicator of the residency. Even in the development stage of the residency 
programme, curators, together with the communication managers or (if they are not 
available) on their own, should consider the target audience and design the public 
programme—lectures, discussions, artist talks, etc.—with this in mind. It is the curators, 
not the PR professionals, who should make sure that the concept of the residency and 
the description of the final project (if any) are clear and will be of interest to the 
audience.

Communications are not just about published articles or social media posts. They are also 
about your work with the local community, which often means whether your immediate 
neighbours know what you are doing and whether they like it. Communication with the 
community is critical. Truly successful residencies not only create a quality experience for 
their participants and organisers, they also contribute to the development of the local 
community. This is only possible if you actively involve the community in the residency 
activities: at least by inviting people to your events and introducing them to the residents, 
and ideally by involving them in the programme. This can be done in different ways: by 
surveying the locals about how the residency could contribute to improving the situation 
in the community (for example, by creating workshops for local children with the 
participation of residents); by inviting active community members to join the supervisory 
board or as consultants or volunteers; etc. 

It is your responsibility to ensure meaningful communication between the residents and 
the local community. As already mentioned, the residency location may be exotic to the 
residents and that may be what makes it attractive. This is normal at the beginning of the 
programme, but if the resident keeps perceiving the place as exotic—that is, foreign and 
unfamiliar, even though it is attractive—this is a sign of a communication failure. It is 
crucial to avoid isolating residents and to do so, you should schedule introductory visits 
to the residency for community members, as well as introduce residents to members of 
the professional community in your city, with the help of an interpreter if necessary. The 
more your community is involved in the residency life, the better it will understand its 
benefits and the more it will be responsive to its needs.

Thus, communication becomes a key element of the entire residency project. For this 
reason, you will need to start working on a communication strategy during the concept 
development stage of the project. From the very beginning, you have to answer three 
main questions: 

Defining your target audience (TA) will greatly influence your choice of communication 
channels. Please remember, you are not your target audience. Don't judge it based only 
on your own experience. You need to carefully study who your project is aimed at and 
develop a communication strategy based on the characteristics of each of the target 
audience groups. Your primary target audience will be potential participants of the 
residency programme; the following possible categories may include sponsors, patrons, 
donors (both current and future); media; professional community (artists, curators, 
critics, researchers, etc.); representatives of the local environment (residents, local 
authorities), etc.

Each target audience should have its key messages and communication channels. 
The key message should answer the three following questions:

Make sure that you have identified your target audience and specific key messages 
before you start defining communication channels and tools. Think carefully about 
whether your communication with each target audience will be direct (a coffee meeting, a 
press conference, communicating on social media) or through intermediaries (media, 
influencers, experts, and partners). What media will you use? Digital space (website, 
social media)? Tote bags, T-shirts, posters, flyers, etc.? Why is this particular medium 
efficient for your target audience? Where and how will they be placed and distributed?

To develop your communication strategy, you can use this simple chart:

Today, most communications have moved to social media. This is due to both its 
popularity and relative cheapness. Often, a substantial amount of the communications 
budget is invested in paid advertising on Facebook and other platforms, and while this 
form of communication can be efficient, it is by no means a silver bullet. It's worth 
remembering that without professional SMM managers who can properly target ads, 
using paid social media services is mostly a waste of money. Instead, traditional tools 
such as newsletters or even printed posters can have a much greater response if put in 
the right places. 

To reach out to the media, you don't necessarily need a dedicated PR person or a budget 
for paid publications. Cultural media, or thematic channels or groups on social media, are 
always in need of new content and looking for information about interesting projects, so 
your task is to bring them a story about your project that they may want to share. This 

story should be included in the press release. Here are some simple tips on how to create 
it:

Create your database of media contacts and individual journalists and update it once a 
year. Send personalised emails and do not overuse mass mailings of press releases if you 
do not want them to end up in the spam folder. Remember that people in the media are 
real, and they pay attention to how emails and press releases are written. The more care 
you show to the readers of your press release, the more likely you are to get it published. 
You will most likely need to adapt your press release for different media and platforms, so 
have a basic version on hand that is easy to make copies of, and that you can edit. Also, 
be ready to write the story about your residency yourself for publication in a format 
agreed upon with the media at their request.

Despite all this, social media is still an important, often primary, channel of 
communication with your audience. Try to post regularly on social media: even if it means 
one publication per month, it must be done on a monthly basis. When someone visits 
your social media page for the first time, the first thing that catches their eye is the latest 
publication in your feed, and if it is from last year, they immediately get the impression 
that your page is dead. Keep a calendar of publications where you plan what to post and 
when: this will help you turn SMM into a habit and keep in touch with your audience.

Remember that social media is about interaction. It's a common practice to include a call 
to action in your publications, as it makes it easier to engage your audience. 
Calls to action can be effective, but only if the content of the publication itself is 
engaging. For example, you might attempt to raise a controversial topic or activate a 
strong feeling such as nostalgia in your audience. Avoid automatically adding phrases like 
‘What do you think about this? Share your thoughts in the comments!’ This is perceived 
as a forced attempt to write something ‘in SMM style’. The audience should be engaged 

and attracted naturally through the content of your message. In 
other words, don't try to deceive your audience, and don't expect 
them to be excited about something that isn't exciting. All your 
communications should be honest and open. The best way to 
make your audience feel that you care about them is to answer 
all their questions in a timely manner in comments and 
messages, always be polite, tolerant, and show equal respect to 
all your readers.

And finally, a few words about donors. At every opportunity, 
don't forget to mention those who have supported your 
residency financially or in other ways. This applies to both 
sponsors and partners, volunteers, and all concerned members 
of your community who have contributed to the development of 
the residency. It is a common thing that grant agreements require 
that the logo of the donor or sponsor be included on all project 
communication materials and mentioned in the major project 
communications. This is the basic thing that you should never 
forget. But if you want to establish a long-term relationship with 
your donors, think how else you can express your gratitude: 
introduce them to the residents in person, hold a private closed 
opening before the public opening of an exhibition, give them a 
few copies of the final publication, create a dedicated 
publication about them on social media, etc. Such special 
attention—provided it is appropriate and unobtrusive—will not go 
unnoticed and will add points to your credibility with donors and 
sponsors.

Documentation and Reporting
The importance of documenting all your work cannot be 
overestimated. It may seem obvious: you need to take photos of 
your residents at work and during meetings, document the 
creation of their artworks, film the final exhibitions, and record 
all the residency activities in a narrative report. Yet, proper 
documentation of projects is still a big challenge in Ukraine. 
Because of this, we may never find out about any number of 

interesting residencies that have taken place in the past, but remain only in the memories 
of their participants.

Regardless of whether your residency is funded by a grant or you are doing everything 
independently, documentation and reporting are essential elements of the project’s 
implementation, and they are necessary primarily for you to successfully communicate 
the residency and institutional history. Documenting the process also allows you to 
integrate the experience you have gained as a team and avoid mistakes in the future. 
There is never enough time for this, especially when the residency is in full swing and lots 
of activities are happening, but the point is that you need to document everything during 
activities, not after that. Therefore, documentation should become part of your routine. If 
the residency programme lasts for several weeks (or even months) and is full of activities, 
you should make at least brief notes about what happened and when, while your memory 
is fresh: how many people came to a particular event (registration forms are the best way 
to do this), what places you took the residents to and when, whom you introduced them 
to, etc. This can be done at the end of each week, and this will make your life much easier 
when it comes to creating the final report.

As for photo and video documentation, much will depend on your resources. Large 
residencies usually hire professional production teams to make a short video about each 
resident, including interviews and documentation of their artistic work. You can plan this 
type of documentation from the very beginning, and allocate money for it in your budget. 
If this is not possible, you can arrange interviews with residents and post them in text 
form on your website or social media, or negotiate publication in the media. Invite a 
photographer and/or videographer to come to your location for a fee or as a volunteer to 
capture the residents' work at different stages, and then you can use the footage as you 
choose: post it in your stories, edit it into a final video, create an archive on your website, 
include it in your report, etc. If you have no opportunity to invite a dedicated person, 
choose someone in your team who knows how to use the camera on their phone—this will 
most likely be your communications manager—and include documentation of residency 
activities in their scope of work. This person can also visit the residents from time to time, 
shoot short videos, post them on your social media, and save them for the archive. 

If you plan a final exhibition or other presentation of the results of your residency, 
documentation is necessary, and it is extremely important to do it well. To document the 
exhibition, you should consult with experts who professionally document exhibitions and 
artworks. If this is not feasible, research websites of art galleries and residencies and pay 
attention to how they document their exhibitions. It is important to set up the light 

properly, take photos of each piece from several angles (up close, from the front at a right 
angle, and from a distance, in the environment), as well as take overview shots of the 
exhibition. We recommend that you have documentation of the exhibition both without 
people, so that all the artworks are clearly seen, and with visitors for communication 
purposes.

All of these steps will make it much easier for you to prepare your final report. If it is a 
report for a donor, it should show whether the stated goals of the project have been 
achieved and provide sources that can verify this information. Your report should 
compare the residency plan with what was actually implemented. Each donor has its own 
approved forms and reporting rules, but most of them will include a narrative or 
descriptive part, a media report, and a financial report. Some institutions may 
additionally request a report from an independent auditor. Read all the reporting 
requirements carefully before you start your project—this will save you a serious 
headache later.

Keep your reader in mind when writing a narrative report. Present the facts concisely, 
clearly, and consistently; do not overload your report with unnecessary information, but 
cover all the issues as required by the donor. Make sure that the donor does not have to 
get back to you for more details. A report written carelessly and hastily can lead to the 
termination of cooperation between you and the donor in the future. Keep in mind what 
is of value to you and do not forget to emphasise it in your report (ethical and 
environmental aspects: building sustainable relationships with the local community, etc.).

Be careful with the numbers, and not only in the financial part. Remember: your 
professional reputation depends on the accuracy of the information you provide. Under 
no circumstances should you submit false information in your report. If you have 
achieved less than planned, do not try to hide it, but explain in the report why it 
happened. Most donors understand that such situations can happen. However, if you are 
caught lying, it could put an end to your entire future career.

The media report should include information about audience outreach through all the 
channels you used. We have already mentioned offline event attendance counts above: 
try to track them during your residency. You can find all the statistics about your social 
media outreach (number of likes, views, interactions with your posts, etc.) in the page 
management area. Add information about the total number of posts about your project 
with screenshots of each of them, showing users' reactions and comments. To monitor 
the media, better create a separate file titled ‘clipping’ where you can collect links to all 

mentions of your project in the media. Remember to indicate the date of each 
publication, and the name of the media source, and take screenshots of each publication 
and/or save it as a PDF in case the page disappears or moves to another address. We 
recommend that you do media clipping throughout the project: once you see a new 
publication, add it to your file.

The financial report is usually prepared by the accountant, and to ensure that everything 
works well, organise your document flow so that there is always a person in the team who 
fills out logs, scans, and files primary documentation, and knows exactly where each 
contract, invoice and certificate is, as well as their saved copies. Remember that you have 
to keep most of the documents for at least 3 years, so make sure you have a dry place for 
them in your office that is protected from direct sunlight.
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and/or professional community. This also has its advantages when applying for grants: 
the application can describe straightaway the residents’ focus of interest, the themes to 
be covered, and the expected results. A nominated resident will have more time to get 
ready for the residency, and it will be easier for you to plan the project schedule; as a 
result, this will allow you to implement the residency programme more efficiently.

At the same time, you need to publicly communicate the criteria for your choice of artists 
to avoid possible criticism and accusations of elitism or nepotism. Also, keep in mind that 
being an invitation-only residency has practical disadvantages: for example, such 
residencies will not be accepted into Transartists, the largest network in the world.

Working only with invited artists, you also run the risk of being locked in your own bubble 
and missing out on new and interesting names that you may not even know of. That is 
why most residencies operate on an open call basis. You can have a year-round 
application process and review applications on a rolling basis; this option is suitable for 
individual residencies that are not tied to specific dates. Alternatively, you can hold open 
calls for group residencies that have a clear timeframe. 

Although an open call is by default a more democratic system for attracting residents 
than nomination, you need to make sure that the selection process is transparent and 
impartial. One way to achieve this is to involve independent experts in the evaluation. 
Keep in mind that inviting outside evaluators 
will require additional time to coordinate work 
schedules and a budget to pay for the experts’ 
work. Additionally, it should be noted that the 
presence of independent experts in the jury 
does not guarantee that the competition is 
transparent and impartial. The only real 
safeguard is a well-coordinated, rational, and 
transparently communicated evaluation 
system.

Develop an evaluation system with clearly 
defined criteria and an accurate scale. For 
example, ‘quality of artistic practice’ is a 
subjective evaluation criterion and cannot be 
the only or decisive factor in the selection 

process. If you are not ready to give this criterion up, you should balance it with other, 
more objective criteria, such as artist’s confirmed participation in professional projects in 
the relevant field; compliance of the artist’s practice with the specifics of your residency; 
letters of recommendation; convincing arguments in the motivation letter, etc. Although 
the evaluation of artistic practices can never be fully objective, try to minimise the factor 
of personal tastes and preferences.

When developing the evaluation scale, make sure that the different people who will be 
using it have the same understanding of the meaning of each grade and criteria. It is a 
good practice to create a small handbook for evaluators explaining the specifics of the 
residency programme, what artists you are looking for, and breaking down the evaluation 
criteria and the scale, clarifying what each score means. For example, you can set the 
criterion ‘how integrated the applicant’s practice is into the current institutional art field’ 
and evaluate it on a 4-point scale with the following breakdown: 4 points—the applicant 
has provided confirmation of participation in projects organised by national or municipal 
institutions and several mentions of their practice in professional media; 3 

points—confirmation of participation in projects of municipal or local scale and at least 
one mention in professional media; 2 points—confirmation of participation in at least one 
project; 1 point—no confirmation of participation in any projects. It is important that the 
evaluation criteria are clear not only to the evaluators but also to the applicants 
themselves, so you should publish them (perhaps in an abridged version) in the open call.

Don’t underestimate the value of interviewing the shortlisted finalists to get to know the 
people you are planning to host at your residency. This will give you a better 
understanding of how the artists will interact with others, and may prevent potential 
incidents. A chance to see each other before the residency begins, even through a video 
call, allows you to establish human contact with prospective residents, and is the first 
step in building a quality experience for all the residency participants. A video call can 
also be a good opportunity to show future residents around your residency space.

If some of the applicants did not get into the residency this year, but you really liked their 
applications, invite them to apply next year and keep in touch.

Logistics
It may sound banal but an essential part of organising any residency is making sure that 
the residents have a comfortable arrival, stay, and departure. Your programme may be of 
high curatorial quality, interesting, and useful, but the impression of it can be seriously 
spoiled by poorly organised logistics.

You should start taking care of travel issues as soon as the funding for the residency is 
confirmed. Book the tickets in advance, choosing options that allow changing dates or 
cancelling. If the residents are responsible for buying tickets, provide them with 
step-by-step instructions on how to get to the residency. This is especially true for 
foreigners: keep in mind that without knowing the local language it can be quite difficult 

to find your way around, so it is your responsibility as the organiser to make it as easy as 
possible for the residents. If you are able to meet the residents at the train station or 
airport and take them to the residency, this is the best option.

For the residencies located in remote places, it is necessary to provide a transfer for the 
residents. This can be a chartered bus or your own car if there are few residents, or if 
they do not arrive at the same time. If you organise a transfer through a contract service, 
it is best to make sure that not only a driver but also a residency representative meet the 
residents. 

Create an information sheet for the residents in English and your local language which 
you will send to them in a PDF before the residency starts and print it out so that they 
always have it at hand. Please include the following information:

Also, create an information sheet in your local language for foreign participants to carry 
with your contacts: whom to call in case a resident is detained by the police or has 
sudden health problems.

The address of your residency
The public transport system in your city and how it works (the most convenient ways 
to get to different places from your location, where to buy tickets, etc.)
Contacts of taxi services, information about the best taxi options in your city
First aid stations and pharmacies, including which ones are open 24/7
Phone numbers of police and emergency services
Contact information for the residency coordinator so that the residents always know 
whom to contact for help
Grocery stores and supermarkets
Places recommended for visiting (galleries, museums, concert venues, etc.)
Cafés, bars, restaurants, and other dining/leisure facilities, etc.
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“Rural areas: everyone has their own car, and no one counts on public 
transportation to get around.” 
Liudmyla Nychai, founder of the Nazariy Voitovych Art Residency 
(Travneve village, Ternopil oblast)

It is important to give new residents an introductory tour of the facilities and show them 
where to find things and how to use them: from the coffee machine to the photocopier. 
Where the washing machine with detergent is, where the vacuum cleaner, iron, or hair 
dryer are, where they can find clean bedsheets, etc. Such a tour is also a great 
opportunity to announce the general rules of the residency accommodation, such as 
washing your own dishes, sorting the rubbish, and silence after 11 pm (if applicable). 

If the residency takes place in a large city and is a long-term one, it makes sense to buy a 
public transportation pass for the residents. It is also a good practice to send out a 
newsletter at the beginning of the week with a list of the most interesting events in your 
area. If the residency is located in a village or a remote place, you should provide 
residents with options for getting to the nearest hospital, supermarket, and other more 
developed areas. If the participants will not be able to leave your location during the 
entire residency period and you will be responsible for buying food and other essential 
goods, you should inform all the residents in advance and clarify their dietary restrictions 
and possible special needs.

Interaction
A residency that hosts several people simultaneously creates a new micro-community 
that needs to be maintained. So, it is important that no one is left behind or feels 
unwelcome. Therefore, the first days of the residency programme should be dedicated to 
getting to residents getting to know one another and the team, as well as the activities to 
build your artistic community. Events should also be planned throughout the programme 
to facilitate communication (joint meals, parties, outings, etc.). Organise a presentation of 
the participants' artistic practices so that they understand each other’s backgrounds. This 
may encourage them to collaborate during the residency programme. A board with signed 
Polaroid photo portraits of the participants can be a great solution for integration and 
introduction. These photos can later be stored in a dedicated album.

Consider activities to integrate residents into the local community. You can do this 
through public events (lectures, artist talks, or workshops) and by inviting local experts 
(curators, artists, or researchers) to your venue. Be sure to schedule an individual meeting 
with the curator for each resident. Find out how you can be helpful, whom to connect 
with, and what places to visit in your location to deepen the residency research and agree 
on what results are expected from the residency programme.

It is not only the participants who make a residency artistic but also its content. Make 
sure that you have not only a comfortable workspace but also an interesting thematic 
library, a projector, and a screen for joint evening film screenings, board games, yoga 
mats, etc. A good thing to do is to decorate the space with artworks by residency alumni. 
This creates a sense of network and continuity.

Despite all the above activities and events, conflicts may occur during the residency 
programme, and it is your direct responsibility as the organiser to resolve them. If there is 
a conflict between the residents, be a mediator: talk to all parties involved in the conflict 
individually and try to hear all of them to find a compromise. Stay neutral and friendly to 
everyone. If necessary, engage a professional psychologist to help the residents.

If a conflict has occurred between you and a resident, it is crucial to resolve it before the 
programme ends, and if you fail to do so, do your best to ensure that the resident sees 
that you are willing to resolve the situation in a way that takes their interests into 
account. Never give residents the impression that you are indifferent to their needs. 
Unfortunately, a bad reputation spreads much faster than a good one.

If it is clear that the conflict was caused by one person and the situation is not critical, 
you can give them a yellow card and warn them that a red card will mean the end of your 
cooperation. When all possible methods of resolving the situation fail, terminating the 
toxic person's participation in the residency programme is the best solution. It is better to 
inform the resident about your decision in person, but this should also be indicated in an 
email. Agree on the time that the resident needs to pack and organise the logistics. If you 
have donors, be sure to inform them of the situation. Termination of the residency 
programme is an extreme measure that everyone tries to avoid, but sometimes it is the 
only way to keep other residents calm, save your property, and the nerves of everyone 
involved.

It is essential to get feedback from residents about their participation in your programme. 
You can do this in a variety of ways. For example, on the final day, organise a joint lunch 
and talk about the residency in a relaxed atmosphere. However, this approach has its 
disadvantages: what is said orally may be hard to document for further analysis in a 
team, and not all people are ready to share negative experiences openly in the presence 
of others. Therefore, it may be useful to survey the residents after the programme is over. 
Send participants an online form and ask them what they liked about the residency, what 
they found lacking, what to pay more attention to, etc. This approach also has its 
disadvantages: such requests can often remain unanswered as residents dive into their 

next projects. Whichever approach you choose, the most important thing is that you 
receive honest feedback and can work with your team to improve your residency 
programme in the future.

Responsibility
In Ukraine, it is still not always common for residents to sign a formal contract with the 
residency organiser, even though this is a standard practice in much of the Western 
world. This can lead to legal grey areas, abuses (on both sides), shifting of responsibility, 
and, in extreme cases, open conflicts and even litigation. Therefore, when planning and 
operating a residency, it is important not only to think in advance about what the 
residency organiser should be responsible for, but also to legally formalise the organisers’ 
rights and obligations within the framework of cooperation with residents. To do this, the 
residency organiser and the resident should sign an agreement that defines the mutual 
expectations of the parties (in particular, regarding the creation of artworks), the 
residency plan, and a list of rights and obligations for both parties. Such an agreement 
may also cover issues of professional ethics and communication, including how and when 
the resident should mention the residency programme in their public statements.

In your agreement, include a clause on the rules of conduct at the residency and a moral 
code that both participants and the programme organisers must adhere to. The code 
should be based on the principle of respect for human dignity and non-discrimination 
based on race, political, religious and other beliefs, gender, age, gender identity, disability, 
ethnic, or social origin, sexual orientation, marital and financial status, etc. Explicitly spell 
out the unacceptability of aggression, abusive language, sexual harassment, destructive 
behavior, etc. Such a clause will be helpful in resolving conflict situations.

Don't neglect to mention respect and care for the place and the environment: encourage 
residents to be responsible for all inhabitants of your area, both human and other beings.

The resident's responsibilities should include respectful treatment of the residency 
property. If the resident is provided with movable property (equipment, tools, etc.), this 
should also be documented in the acceptance contract. This way, in case of damage to 
the property due to the fault of the resident, it will be possible to apply for compensation.

If the residency programme implies the creation of an intellectual property object, this 
should be stated in the agreement, but the act of transferring the object or its property 
rights to the residency should be formalised in specific documents. These may include an 
author's agreement (an agreement commissioning the artwork from the artist), a 
purchase and sale agreement, an acceptance certificate, an agreement for the storage of 
an artwork for a certain period of time, or a licence agreement for the transfer of property 
rights to an intangible work. Please note that if your residency programme accepts 

artworks from residents, they should be put on the residency's balance sheet and require 
appropriate legal and accounting procedures. We advise you to negotiate non-exclusive 
property rights with your residents to keep your relations with them friendly. It will be an 
advantage for you if the artist uses their rights to an artwork created during their stay at 
your residency.

The agreement should also include the residency organiser’s obligation to ensure proper 
conditions for the resident's stay. The residency organiser may (but is not obliged to) 
assist residents in obtaining a visa, translation, and insurance. The agreement with the 
resident may specify assistance in obtaining a visa, but such support should only be 
offered if the residency organiser is ready to do this and there is a person on staff who 
can assist or provide guidance. When specifying any expenses in an agreement with a 
resident, you should take into account the tax consequences. For example, in order to 
pay a foreign resident an honorarium or other payments, they must obtain a tax number 
in Ukraine and open a bank account. When the residency organiser is a tax agent and 
pays taxes for foreign residents, it is essential to factor in additional payments for income 
and military taxes.

While staying in Ukraine, foreign residents are required to have a medical insurance 
policy. Thus, if a resident needs to visit a doctor, the insurance 
company will reimburse the costs. Pay close attention to the 
terms and conditions of such a policy, as all medical services 
for foreigners in Ukraine are paid.

Unfortunately, there is virtually no precedent for other 
insurance options. Insurance companies are reluctant to 
insure artworks, but if it is possible to conduct an appraisal, 
then in individual cases it is possible to sign an artwork 
insurance contract for the period of storage, exhibition, or 
transportation.

Under martial law, it is the resident's decision, and the 
resident’s decision alone, whether to participate in a residency 
programme in Ukraine, taking into account all the risks. At the 
same time, according to the general regulations of martial law, 
there must be a shelter near the residency location, and when 
holding public events, organisers must take into account 

restrictions on the number of people in the premises at the same time and the ability of 
evacuation. The security of residents can also be specified in the agreement.

And finally, don't forget that responsibility should always be mutual. While giving the 
residents the freedom to create without censorship, the organisers must support them in 
case of possible public conflicts, for example, when the result of the artist's work causes 
outrage among the audience. During this process, you may need to consult a lawyer or a 
psychologist, and you will have to work out a joint diplomatic solution to the situation. 
But in all cases, the resident should feel protected, not abandoned, by the organisation 
that invited them.

We have drafted a bilingual sample Residency Agreement to help you draft your 
agreement with a resident.

Communications
From the perspective of many donors and sponsors, the main criterion for the success of 
a project is its media output. This is one of the reasons why many residencies choose a 
format such as a final exhibition, screening, or other public presentation: this not only 
structures and guides the work of the residents but also is the point in the project when a 
wider audience can learn about the residency. No matter how small your residency 
programme is, you can't afford not to communicate it. At the same time, can the success 
of a residency really be determined by how many times it was written about in the media 
or how many likes these posts got? Can all communications be considered media 
coverage?

Every project is 90% communication: communication with the team, co-organisers, 
contractors, participants, etc. There are two types of communication: internal, within the 
team; and external, which includes communication with donors, partners, and the general 
public. This section focuses on external communication.

Communications are often thought to be something separate from the essence of the 
project. At the core there is the project, or the content part, which is the responsibility of 
the curator and/or artists, and then separately from this there is the project’s PR, which 
should be the responsibility of professionally trained communication managers. 
Technically, this may be true if you work in a large team with a dedicated PR department, 
but in most cases this approach does not work, since your communications are the only 

way the residency exists outside your team. Once again: for anyone who is not directly 
involved in your programme, your residency exists exclusively through the project 
communications that you conduct. Therefore, your residency communications do not 
start with the very first announcement of the open call but rather from the moment you 
choose a project name, develop a mission statement, and fill out the first funding 
application.

Communications are an integral aspect of the residency activities. Every email you send 
to potential or current partners, donors, or government officials is your public face. Every 
appearance you make as a representative of your residency programme at public events, 
even informal ones, adds to your image. That is why each team member is a 
communicator of the residency. Even in the development stage of the residency 
programme, curators, together with the communication managers or (if they are not 
available) on their own, should consider the target audience and design the public 
programme—lectures, discussions, artist talks, etc.—with this in mind. It is the curators, 
not the PR professionals, who should make sure that the concept of the residency and 
the description of the final project (if any) are clear and will be of interest to the 
audience.

Communications are not just about published articles or social media posts. They are also 
about your work with the local community, which often means whether your immediate 
neighbours know what you are doing and whether they like it. Communication with the 
community is critical. Truly successful residencies not only create a quality experience for 
their participants and organisers, they also contribute to the development of the local 
community. This is only possible if you actively involve the community in the residency 
activities: at least by inviting people to your events and introducing them to the residents, 
and ideally by involving them in the programme. This can be done in different ways: by 
surveying the locals about how the residency could contribute to improving the situation 
in the community (for example, by creating workshops for local children with the 
participation of residents); by inviting active community members to join the supervisory 
board or as consultants or volunteers; etc. 

It is your responsibility to ensure meaningful communication between the residents and 
the local community. As already mentioned, the residency location may be exotic to the 
residents and that may be what makes it attractive. This is normal at the beginning of the 
programme, but if the resident keeps perceiving the place as exotic—that is, foreign and 
unfamiliar, even though it is attractive—this is a sign of a communication failure. It is 
crucial to avoid isolating residents and to do so, you should schedule introductory visits 
to the residency for community members, as well as introduce residents to members of 
the professional community in your city, with the help of an interpreter if necessary. The 
more your community is involved in the residency life, the better it will understand its 
benefits and the more it will be responsive to its needs.

Thus, communication becomes a key element of the entire residency project. For this 
reason, you will need to start working on a communication strategy during the concept 
development stage of the project. From the very beginning, you have to answer three 
main questions: 

Defining your target audience (TA) will greatly influence your choice of communication 
channels. Please remember, you are not your target audience. Don't judge it based only 
on your own experience. You need to carefully study who your project is aimed at and 
develop a communication strategy based on the characteristics of each of the target 
audience groups. Your primary target audience will be potential participants of the 
residency programme; the following possible categories may include sponsors, patrons, 
donors (both current and future); media; professional community (artists, curators, 
critics, researchers, etc.); representatives of the local environment (residents, local 
authorities), etc.

Each target audience should have its key messages and communication channels. 
The key message should answer the three following questions:

Make sure that you have identified your target audience and specific key messages 
before you start defining communication channels and tools. Think carefully about 
whether your communication with each target audience will be direct (a coffee meeting, a 
press conference, communicating on social media) or through intermediaries (media, 
influencers, experts, and partners). What media will you use? Digital space (website, 
social media)? Tote bags, T-shirts, posters, flyers, etc.? Why is this particular medium 
efficient for your target audience? Where and how will they be placed and distributed?

To develop your communication strategy, you can use this simple chart:

Today, most communications have moved to social media. This is due to both its 
popularity and relative cheapness. Often, a substantial amount of the communications 
budget is invested in paid advertising on Facebook and other platforms, and while this 
form of communication can be efficient, it is by no means a silver bullet. It's worth 
remembering that without professional SMM managers who can properly target ads, 
using paid social media services is mostly a waste of money. Instead, traditional tools 
such as newsletters or even printed posters can have a much greater response if put in 
the right places. 

To reach out to the media, you don't necessarily need a dedicated PR person or a budget 
for paid publications. Cultural media, or thematic channels or groups on social media, are 
always in need of new content and looking for information about interesting projects, so 
your task is to bring them a story about your project that they may want to share. This 

story should be included in the press release. Here are some simple tips on how to create 
it:

Create your database of media contacts and individual journalists and update it once a 
year. Send personalised emails and do not overuse mass mailings of press releases if you 
do not want them to end up in the spam folder. Remember that people in the media are 
real, and they pay attention to how emails and press releases are written. The more care 
you show to the readers of your press release, the more likely you are to get it published. 
You will most likely need to adapt your press release for different media and platforms, so 
have a basic version on hand that is easy to make copies of, and that you can edit. Also, 
be ready to write the story about your residency yourself for publication in a format 
agreed upon with the media at their request.

Despite all this, social media is still an important, often primary, channel of 
communication with your audience. Try to post regularly on social media: even if it means 
one publication per month, it must be done on a monthly basis. When someone visits 
your social media page for the first time, the first thing that catches their eye is the latest 
publication in your feed, and if it is from last year, they immediately get the impression 
that your page is dead. Keep a calendar of publications where you plan what to post and 
when: this will help you turn SMM into a habit and keep in touch with your audience.

Remember that social media is about interaction. It's a common practice to include a call 
to action in your publications, as it makes it easier to engage your audience. 
Calls to action can be effective, but only if the content of the publication itself is 
engaging. For example, you might attempt to raise a controversial topic or activate a 
strong feeling such as nostalgia in your audience. Avoid automatically adding phrases like 
‘What do you think about this? Share your thoughts in the comments!’ This is perceived 
as a forced attempt to write something ‘in SMM style’. The audience should be engaged 

and attracted naturally through the content of your message. In 
other words, don't try to deceive your audience, and don't expect 
them to be excited about something that isn't exciting. All your 
communications should be honest and open. The best way to 
make your audience feel that you care about them is to answer 
all their questions in a timely manner in comments and 
messages, always be polite, tolerant, and show equal respect to 
all your readers.

And finally, a few words about donors. At every opportunity, 
don't forget to mention those who have supported your 
residency financially or in other ways. This applies to both 
sponsors and partners, volunteers, and all concerned members 
of your community who have contributed to the development of 
the residency. It is a common thing that grant agreements require 
that the logo of the donor or sponsor be included on all project 
communication materials and mentioned in the major project 
communications. This is the basic thing that you should never 
forget. But if you want to establish a long-term relationship with 
your donors, think how else you can express your gratitude: 
introduce them to the residents in person, hold a private closed 
opening before the public opening of an exhibition, give them a 
few copies of the final publication, create a dedicated 
publication about them on social media, etc. Such special 
attention—provided it is appropriate and unobtrusive—will not go 
unnoticed and will add points to your credibility with donors and 
sponsors.

Documentation and Reporting
The importance of documenting all your work cannot be 
overestimated. It may seem obvious: you need to take photos of 
your residents at work and during meetings, document the 
creation of their artworks, film the final exhibitions, and record 
all the residency activities in a narrative report. Yet, proper 
documentation of projects is still a big challenge in Ukraine. 
Because of this, we may never find out about any number of 

interesting residencies that have taken place in the past, but remain only in the memories 
of their participants.

Regardless of whether your residency is funded by a grant or you are doing everything 
independently, documentation and reporting are essential elements of the project’s 
implementation, and they are necessary primarily for you to successfully communicate 
the residency and institutional history. Documenting the process also allows you to 
integrate the experience you have gained as a team and avoid mistakes in the future. 
There is never enough time for this, especially when the residency is in full swing and lots 
of activities are happening, but the point is that you need to document everything during 
activities, not after that. Therefore, documentation should become part of your routine. If 
the residency programme lasts for several weeks (or even months) and is full of activities, 
you should make at least brief notes about what happened and when, while your memory 
is fresh: how many people came to a particular event (registration forms are the best way 
to do this), what places you took the residents to and when, whom you introduced them 
to, etc. This can be done at the end of each week, and this will make your life much easier 
when it comes to creating the final report.

As for photo and video documentation, much will depend on your resources. Large 
residencies usually hire professional production teams to make a short video about each 
resident, including interviews and documentation of their artistic work. You can plan this 
type of documentation from the very beginning, and allocate money for it in your budget. 
If this is not possible, you can arrange interviews with residents and post them in text 
form on your website or social media, or negotiate publication in the media. Invite a 
photographer and/or videographer to come to your location for a fee or as a volunteer to 
capture the residents' work at different stages, and then you can use the footage as you 
choose: post it in your stories, edit it into a final video, create an archive on your website, 
include it in your report, etc. If you have no opportunity to invite a dedicated person, 
choose someone in your team who knows how to use the camera on their phone—this will 
most likely be your communications manager—and include documentation of residency 
activities in their scope of work. This person can also visit the residents from time to time, 
shoot short videos, post them on your social media, and save them for the archive. 

If you plan a final exhibition or other presentation of the results of your residency, 
documentation is necessary, and it is extremely important to do it well. To document the 
exhibition, you should consult with experts who professionally document exhibitions and 
artworks. If this is not feasible, research websites of art galleries and residencies and pay 
attention to how they document their exhibitions. It is important to set up the light 

properly, take photos of each piece from several angles (up close, from the front at a right 
angle, and from a distance, in the environment), as well as take overview shots of the 
exhibition. We recommend that you have documentation of the exhibition both without 
people, so that all the artworks are clearly seen, and with visitors for communication 
purposes.

All of these steps will make it much easier for you to prepare your final report. If it is a 
report for a donor, it should show whether the stated goals of the project have been 
achieved and provide sources that can verify this information. Your report should 
compare the residency plan with what was actually implemented. Each donor has its own 
approved forms and reporting rules, but most of them will include a narrative or 
descriptive part, a media report, and a financial report. Some institutions may 
additionally request a report from an independent auditor. Read all the reporting 
requirements carefully before you start your project—this will save you a serious 
headache later.

Keep your reader in mind when writing a narrative report. Present the facts concisely, 
clearly, and consistently; do not overload your report with unnecessary information, but 
cover all the issues as required by the donor. Make sure that the donor does not have to 
get back to you for more details. A report written carelessly and hastily can lead to the 
termination of cooperation between you and the donor in the future. Keep in mind what 
is of value to you and do not forget to emphasise it in your report (ethical and 
environmental aspects: building sustainable relationships with the local community, etc.).

Be careful with the numbers, and not only in the financial part. Remember: your 
professional reputation depends on the accuracy of the information you provide. Under 
no circumstances should you submit false information in your report. If you have 
achieved less than planned, do not try to hide it, but explain in the report why it 
happened. Most donors understand that such situations can happen. However, if you are 
caught lying, it could put an end to your entire future career.

The media report should include information about audience outreach through all the 
channels you used. We have already mentioned offline event attendance counts above: 
try to track them during your residency. You can find all the statistics about your social 
media outreach (number of likes, views, interactions with your posts, etc.) in the page 
management area. Add information about the total number of posts about your project 
with screenshots of each of them, showing users' reactions and comments. To monitor 
the media, better create a separate file titled ‘clipping’ where you can collect links to all 

mentions of your project in the media. Remember to indicate the date of each 
publication, and the name of the media source, and take screenshots of each publication 
and/or save it as a PDF in case the page disappears or moves to another address. We 
recommend that you do media clipping throughout the project: once you see a new 
publication, add it to your file.

The financial report is usually prepared by the accountant, and to ensure that everything 
works well, organise your document flow so that there is always a person in the team who 
fills out logs, scans, and files primary documentation, and knows exactly where each 
contract, invoice and certificate is, as well as their saved copies. Remember that you have 
to keep most of the documents for at least 3 years, so make sure you have a dry place for 
them in your office that is protected from direct sunlight.
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and/or professional community. This also has its advantages when applying for grants: 
the application can describe straightaway the residents’ focus of interest, the themes to 
be covered, and the expected results. A nominated resident will have more time to get 
ready for the residency, and it will be easier for you to plan the project schedule; as a 
result, this will allow you to implement the residency programme more efficiently.

At the same time, you need to publicly communicate the criteria for your choice of artists 
to avoid possible criticism and accusations of elitism or nepotism. Also, keep in mind that 
being an invitation-only residency has practical disadvantages: for example, such 
residencies will not be accepted into Transartists, the largest network in the world.

Working only with invited artists, you also run the risk of being locked in your own bubble 
and missing out on new and interesting names that you may not even know of. That is 
why most residencies operate on an open call basis. You can have a year-round 
application process and review applications on a rolling basis; this option is suitable for 
individual residencies that are not tied to specific dates. Alternatively, you can hold open 
calls for group residencies that have a clear timeframe. 

Although an open call is by default a more democratic system for attracting residents 
than nomination, you need to make sure that the selection process is transparent and 
impartial. One way to achieve this is to involve independent experts in the evaluation. 
Keep in mind that inviting outside evaluators 
will require additional time to coordinate work 
schedules and a budget to pay for the experts’ 
work. Additionally, it should be noted that the 
presence of independent experts in the jury 
does not guarantee that the competition is 
transparent and impartial. The only real 
safeguard is a well-coordinated, rational, and 
transparently communicated evaluation 
system.

Develop an evaluation system with clearly 
defined criteria and an accurate scale. For 
example, ‘quality of artistic practice’ is a 
subjective evaluation criterion and cannot be 
the only or decisive factor in the selection 

process. If you are not ready to give this criterion up, you should balance it with other, 
more objective criteria, such as artist’s confirmed participation in professional projects in 
the relevant field; compliance of the artist’s practice with the specifics of your residency; 
letters of recommendation; convincing arguments in the motivation letter, etc. Although 
the evaluation of artistic practices can never be fully objective, try to minimise the factor 
of personal tastes and preferences.

When developing the evaluation scale, make sure that the different people who will be 
using it have the same understanding of the meaning of each grade and criteria. It is a 
good practice to create a small handbook for evaluators explaining the specifics of the 
residency programme, what artists you are looking for, and breaking down the evaluation 
criteria and the scale, clarifying what each score means. For example, you can set the 
criterion ‘how integrated the applicant’s practice is into the current institutional art field’ 
and evaluate it on a 4-point scale with the following breakdown: 4 points—the applicant 
has provided confirmation of participation in projects organised by national or municipal 
institutions and several mentions of their practice in professional media; 3 

points—confirmation of participation in projects of municipal or local scale and at least 
one mention in professional media; 2 points—confirmation of participation in at least one 
project; 1 point—no confirmation of participation in any projects. It is important that the 
evaluation criteria are clear not only to the evaluators but also to the applicants 
themselves, so you should publish them (perhaps in an abridged version) in the open call.

Don’t underestimate the value of interviewing the shortlisted finalists to get to know the 
people you are planning to host at your residency. This will give you a better 
understanding of how the artists will interact with others, and may prevent potential 
incidents. A chance to see each other before the residency begins, even through a video 
call, allows you to establish human contact with prospective residents, and is the first 
step in building a quality experience for all the residency participants. A video call can 
also be a good opportunity to show future residents around your residency space.

If some of the applicants did not get into the residency this year, but you really liked their 
applications, invite them to apply next year and keep in touch.

Logistics
It may sound banal but an essential part of organising any residency is making sure that 
the residents have a comfortable arrival, stay, and departure. Your programme may be of 
high curatorial quality, interesting, and useful, but the impression of it can be seriously 
spoiled by poorly organised logistics.

You should start taking care of travel issues as soon as the funding for the residency is 
confirmed. Book the tickets in advance, choosing options that allow changing dates or 
cancelling. If the residents are responsible for buying tickets, provide them with 
step-by-step instructions on how to get to the residency. This is especially true for 
foreigners: keep in mind that without knowing the local language it can be quite difficult 

to find your way around, so it is your responsibility as the organiser to make it as easy as 
possible for the residents. If you are able to meet the residents at the train station or 
airport and take them to the residency, this is the best option.

For the residencies located in remote places, it is necessary to provide a transfer for the 
residents. This can be a chartered bus or your own car if there are few residents, or if 
they do not arrive at the same time. If you organise a transfer through a contract service, 
it is best to make sure that not only a driver but also a residency representative meet the 
residents. 

Create an information sheet for the residents in English and your local language which 
you will send to them in a PDF before the residency starts and print it out so that they 
always have it at hand. Please include the following information:

Also, create an information sheet in your local language for foreign participants to carry 
with your contacts: whom to call in case a resident is detained by the police or has 
sudden health problems.

It is important to give new residents an introductory tour of the facilities and show them 
where to find things and how to use them: from the coffee machine to the photocopier. 
Where the washing machine with detergent is, where the vacuum cleaner, iron, or hair 
dryer are, where they can find clean bedsheets, etc. Such a tour is also a great 
opportunity to announce the general rules of the residency accommodation, such as 
washing your own dishes, sorting the rubbish, and silence after 11 pm (if applicable). 

If the residency takes place in a large city and is a long-term one, it makes sense to buy a 
public transportation pass for the residents. It is also a good practice to send out a 
newsletter at the beginning of the week with a list of the most interesting events in your 
area. If the residency is located in a village or a remote place, you should provide 
residents with options for getting to the nearest hospital, supermarket, and other more 
developed areas. If the participants will not be able to leave your location during the 
entire residency period and you will be responsible for buying food and other essential 
goods, you should inform all the residents in advance and clarify their dietary restrictions 
and possible special needs.

Interaction
A residency that hosts several people simultaneously creates a new micro-community 
that needs to be maintained. So, it is important that no one is left behind or feels 
unwelcome. Therefore, the first days of the residency programme should be dedicated to 
getting to residents getting to know one another and the team, as well as the activities to 
build your artistic community. Events should also be planned throughout the programme 
to facilitate communication (joint meals, parties, outings, etc.). Organise a presentation of 
the participants' artistic practices so that they understand each other’s backgrounds. This 
may encourage them to collaborate during the residency programme. A board with signed 
Polaroid photo portraits of the participants can be a great solution for integration and 
introduction. These photos can later be stored in a dedicated album.

Consider activities to integrate residents into the local community. You can do this 
through public events (lectures, artist talks, or workshops) and by inviting local experts 
(curators, artists, or researchers) to your venue. Be sure to schedule an individual meeting 
with the curator for each resident. Find out how you can be helpful, whom to connect 
with, and what places to visit in your location to deepen the residency research and agree 
on what results are expected from the residency programme.

It is not only the participants who make a residency artistic but also its content. Make 
sure that you have not only a comfortable workspace but also an interesting thematic 
library, a projector, and a screen for joint evening film screenings, board games, yoga 
mats, etc. A good thing to do is to decorate the space with artworks by residency alumni. 
This creates a sense of network and continuity.

Despite all the above activities and events, conflicts may occur during the residency 
programme, and it is your direct responsibility as the organiser to resolve them. If there is 
a conflict between the residents, be a mediator: talk to all parties involved in the conflict 
individually and try to hear all of them to find a compromise. Stay neutral and friendly to 
everyone. If necessary, engage a professional psychologist to help the residents.

If a conflict has occurred between you and a resident, it is crucial to resolve it before the 
programme ends, and if you fail to do so, do your best to ensure that the resident sees 
that you are willing to resolve the situation in a way that takes their interests into 
account. Never give residents the impression that you are indifferent to their needs. 
Unfortunately, a bad reputation spreads much faster than a good one.

If it is clear that the conflict was caused by one person and the situation is not critical, 
you can give them a yellow card and warn them that a red card will mean the end of your 
cooperation. When all possible methods of resolving the situation fail, terminating the 
toxic person's participation in the residency programme is the best solution. It is better to 
inform the resident about your decision in person, but this should also be indicated in an 
email. Agree on the time that the resident needs to pack and organise the logistics. If you 
have donors, be sure to inform them of the situation. Termination of the residency 
programme is an extreme measure that everyone tries to avoid, but sometimes it is the 
only way to keep other residents calm, save your property, and the nerves of everyone 
involved.

It is essential to get feedback from residents about their participation in your programme. 
You can do this in a variety of ways. For example, on the final day, organise a joint lunch 
and talk about the residency in a relaxed atmosphere. However, this approach has its 
disadvantages: what is said orally may be hard to document for further analysis in a 
team, and not all people are ready to share negative experiences openly in the presence 
of others. Therefore, it may be useful to survey the residents after the programme is over. 
Send participants an online form and ask them what they liked about the residency, what 
they found lacking, what to pay more attention to, etc. This approach also has its 
disadvantages: such requests can often remain unanswered as residents dive into their 

next projects. Whichever approach you choose, the most important thing is that you 
receive honest feedback and can work with your team to improve your residency 
programme in the future.

Responsibility
In Ukraine, it is still not always common for residents to sign a formal contract with the 
residency organiser, even though this is a standard practice in much of the Western 
world. This can lead to legal grey areas, abuses (on both sides), shifting of responsibility, 
and, in extreme cases, open conflicts and even litigation. Therefore, when planning and 
operating a residency, it is important not only to think in advance about what the 
residency organiser should be responsible for, but also to legally formalise the organisers’ 
rights and obligations within the framework of cooperation with residents. To do this, the 
residency organiser and the resident should sign an agreement that defines the mutual 
expectations of the parties (in particular, regarding the creation of artworks), the 
residency plan, and a list of rights and obligations for both parties. Such an agreement 
may also cover issues of professional ethics and communication, including how and when 
the resident should mention the residency programme in their public statements.

In your agreement, include a clause on the rules of conduct at the residency and a moral 
code that both participants and the programme organisers must adhere to. The code 
should be based on the principle of respect for human dignity and non-discrimination 
based on race, political, religious and other beliefs, gender, age, gender identity, disability, 
ethnic, or social origin, sexual orientation, marital and financial status, etc. Explicitly spell 
out the unacceptability of aggression, abusive language, sexual harassment, destructive 
behavior, etc. Such a clause will be helpful in resolving conflict situations.

Don't neglect to mention respect and care for the place and the environment: encourage 
residents to be responsible for all inhabitants of your area, both human and other beings.

The resident's responsibilities should include respectful treatment of the residency 
property. If the resident is provided with movable property (equipment, tools, etc.), this 
should also be documented in the acceptance contract. This way, in case of damage to 
the property due to the fault of the resident, it will be possible to apply for compensation.

If the residency programme implies the creation of an intellectual property object, this 
should be stated in the agreement, but the act of transferring the object or its property 
rights to the residency should be formalised in specific documents. These may include an 
author's agreement (an agreement commissioning the artwork from the artist), a 
purchase and sale agreement, an acceptance certificate, an agreement for the storage of 
an artwork for a certain period of time, or a licence agreement for the transfer of property 
rights to an intangible work. Please note that if your residency programme accepts 

artworks from residents, they should be put on the residency's balance sheet and require 
appropriate legal and accounting procedures. We advise you to negotiate non-exclusive 
property rights with your residents to keep your relations with them friendly. It will be an 
advantage for you if the artist uses their rights to an artwork created during their stay at 
your residency.

The agreement should also include the residency organiser’s obligation to ensure proper 
conditions for the resident's stay. The residency organiser may (but is not obliged to) 
assist residents in obtaining a visa, translation, and insurance. The agreement with the 
resident may specify assistance in obtaining a visa, but such support should only be 
offered if the residency organiser is ready to do this and there is a person on staff who 
can assist or provide guidance. When specifying any expenses in an agreement with a 
resident, you should take into account the tax consequences. For example, in order to 
pay a foreign resident an honorarium or other payments, they must obtain a tax number 
in Ukraine and open a bank account. When the residency organiser is a tax agent and 
pays taxes for foreign residents, it is essential to factor in additional payments for income 
and military taxes.

While staying in Ukraine, foreign residents are required to have a medical insurance 
policy. Thus, if a resident needs to visit a doctor, the insurance 
company will reimburse the costs. Pay close attention to the 
terms and conditions of such a policy, as all medical services 
for foreigners in Ukraine are paid.

Unfortunately, there is virtually no precedent for other 
insurance options. Insurance companies are reluctant to 
insure artworks, but if it is possible to conduct an appraisal, 
then in individual cases it is possible to sign an artwork 
insurance contract for the period of storage, exhibition, or 
transportation.

Under martial law, it is the resident's decision, and the 
resident’s decision alone, whether to participate in a residency 
programme in Ukraine, taking into account all the risks. At the 
same time, according to the general regulations of martial law, 
there must be a shelter near the residency location, and when 
holding public events, organisers must take into account 

restrictions on the number of people in the premises at the same time and the ability of 
evacuation. The security of residents can also be specified in the agreement.

And finally, don't forget that responsibility should always be mutual. While giving the 
residents the freedom to create without censorship, the organisers must support them in 
case of possible public conflicts, for example, when the result of the artist's work causes 
outrage among the audience. During this process, you may need to consult a lawyer or a 
psychologist, and you will have to work out a joint diplomatic solution to the situation. 
But in all cases, the resident should feel protected, not abandoned, by the organisation 
that invited them.

We have drafted a bilingual sample Residency Agreement to help you draft your 
agreement with a resident.

Communications
From the perspective of many donors and sponsors, the main criterion for the success of 
a project is its media output. This is one of the reasons why many residencies choose a 
format such as a final exhibition, screening, or other public presentation: this not only 
structures and guides the work of the residents but also is the point in the project when a 
wider audience can learn about the residency. No matter how small your residency 
programme is, you can't afford not to communicate it. At the same time, can the success 
of a residency really be determined by how many times it was written about in the media 
or how many likes these posts got? Can all communications be considered media 
coverage?

Every project is 90% communication: communication with the team, co-organisers, 
contractors, participants, etc. There are two types of communication: internal, within the 
team; and external, which includes communication with donors, partners, and the general 
public. This section focuses on external communication.

Communications are often thought to be something separate from the essence of the 
project. At the core there is the project, or the content part, which is the responsibility of 
the curator and/or artists, and then separately from this there is the project’s PR, which 
should be the responsibility of professionally trained communication managers. 
Technically, this may be true if you work in a large team with a dedicated PR department, 
but in most cases this approach does not work, since your communications are the only 

way the residency exists outside your team. Once again: for anyone who is not directly 
involved in your programme, your residency exists exclusively through the project 
communications that you conduct. Therefore, your residency communications do not 
start with the very first announcement of the open call but rather from the moment you 
choose a project name, develop a mission statement, and fill out the first funding 
application.

Communications are an integral aspect of the residency activities. Every email you send 
to potential or current partners, donors, or government officials is your public face. Every 
appearance you make as a representative of your residency programme at public events, 
even informal ones, adds to your image. That is why each team member is a 
communicator of the residency. Even in the development stage of the residency 
programme, curators, together with the communication managers or (if they are not 
available) on their own, should consider the target audience and design the public 
programme—lectures, discussions, artist talks, etc.—with this in mind. It is the curators, 
not the PR professionals, who should make sure that the concept of the residency and 
the description of the final project (if any) are clear and will be of interest to the 
audience.

Communications are not just about published articles or social media posts. They are also 
about your work with the local community, which often means whether your immediate 
neighbours know what you are doing and whether they like it. Communication with the 
community is critical. Truly successful residencies not only create a quality experience for 
their participants and organisers, they also contribute to the development of the local 
community. This is only possible if you actively involve the community in the residency 
activities: at least by inviting people to your events and introducing them to the residents, 
and ideally by involving them in the programme. This can be done in different ways: by 
surveying the locals about how the residency could contribute to improving the situation 
in the community (for example, by creating workshops for local children with the 
participation of residents); by inviting active community members to join the supervisory 
board or as consultants or volunteers; etc. 

It is your responsibility to ensure meaningful communication between the residents and 
the local community. As already mentioned, the residency location may be exotic to the 
residents and that may be what makes it attractive. This is normal at the beginning of the 
programme, but if the resident keeps perceiving the place as exotic—that is, foreign and 
unfamiliar, even though it is attractive—this is a sign of a communication failure. It is 
crucial to avoid isolating residents and to do so, you should schedule introductory visits 
to the residency for community members, as well as introduce residents to members of 
the professional community in your city, with the help of an interpreter if necessary. The 
more your community is involved in the residency life, the better it will understand its 
benefits and the more it will be responsive to its needs.

Thus, communication becomes a key element of the entire residency project. For this 
reason, you will need to start working on a communication strategy during the concept 
development stage of the project. From the very beginning, you have to answer three 
main questions: 

Defining your target audience (TA) will greatly influence your choice of communication 
channels. Please remember, you are not your target audience. Don't judge it based only 
on your own experience. You need to carefully study who your project is aimed at and 
develop a communication strategy based on the characteristics of each of the target 
audience groups. Your primary target audience will be potential participants of the 
residency programme; the following possible categories may include sponsors, patrons, 
donors (both current and future); media; professional community (artists, curators, 
critics, researchers, etc.); representatives of the local environment (residents, local 
authorities), etc.

Each target audience should have its key messages and communication channels. 
The key message should answer the three following questions:

Make sure that you have identified your target audience and specific key messages 
before you start defining communication channels and tools. Think carefully about 
whether your communication with each target audience will be direct (a coffee meeting, a 
press conference, communicating on social media) or through intermediaries (media, 
influencers, experts, and partners). What media will you use? Digital space (website, 
social media)? Tote bags, T-shirts, posters, flyers, etc.? Why is this particular medium 
efficient for your target audience? Where and how will they be placed and distributed?

To develop your communication strategy, you can use this simple chart:

Today, most communications have moved to social media. This is due to both its 
popularity and relative cheapness. Often, a substantial amount of the communications 
budget is invested in paid advertising on Facebook and other platforms, and while this 
form of communication can be efficient, it is by no means a silver bullet. It's worth 
remembering that without professional SMM managers who can properly target ads, 
using paid social media services is mostly a waste of money. Instead, traditional tools 
such as newsletters or even printed posters can have a much greater response if put in 
the right places. 

To reach out to the media, you don't necessarily need a dedicated PR person or a budget 
for paid publications. Cultural media, or thematic channels or groups on social media, are 
always in need of new content and looking for information about interesting projects, so 
your task is to bring them a story about your project that they may want to share. This 

story should be included in the press release. Here are some simple tips on how to create 
it:

Create your database of media contacts and individual journalists and update it once a 
year. Send personalised emails and do not overuse mass mailings of press releases if you 
do not want them to end up in the spam folder. Remember that people in the media are 
real, and they pay attention to how emails and press releases are written. The more care 
you show to the readers of your press release, the more likely you are to get it published. 
You will most likely need to adapt your press release for different media and platforms, so 
have a basic version on hand that is easy to make copies of, and that you can edit. Also, 
be ready to write the story about your residency yourself for publication in a format 
agreed upon with the media at their request.

Despite all this, social media is still an important, often primary, channel of 
communication with your audience. Try to post regularly on social media: even if it means 
one publication per month, it must be done on a monthly basis. When someone visits 
your social media page for the first time, the first thing that catches their eye is the latest 
publication in your feed, and if it is from last year, they immediately get the impression 
that your page is dead. Keep a calendar of publications where you plan what to post and 
when: this will help you turn SMM into a habit and keep in touch with your audience.

Remember that social media is about interaction. It's a common practice to include a call 
to action in your publications, as it makes it easier to engage your audience. 
Calls to action can be effective, but only if the content of the publication itself is 
engaging. For example, you might attempt to raise a controversial topic or activate a 
strong feeling such as nostalgia in your audience. Avoid automatically adding phrases like 
‘What do you think about this? Share your thoughts in the comments!’ This is perceived 
as a forced attempt to write something ‘in SMM style’. The audience should be engaged 

and attracted naturally through the content of your message. In 
other words, don't try to deceive your audience, and don't expect 
them to be excited about something that isn't exciting. All your 
communications should be honest and open. The best way to 
make your audience feel that you care about them is to answer 
all their questions in a timely manner in comments and 
messages, always be polite, tolerant, and show equal respect to 
all your readers.

And finally, a few words about donors. At every opportunity, 
don't forget to mention those who have supported your 
residency financially or in other ways. This applies to both 
sponsors and partners, volunteers, and all concerned members 
of your community who have contributed to the development of 
the residency. It is a common thing that grant agreements require 
that the logo of the donor or sponsor be included on all project 
communication materials and mentioned in the major project 
communications. This is the basic thing that you should never 
forget. But if you want to establish a long-term relationship with 
your donors, think how else you can express your gratitude: 
introduce them to the residents in person, hold a private closed 
opening before the public opening of an exhibition, give them a 
few copies of the final publication, create a dedicated 
publication about them on social media, etc. Such special 
attention—provided it is appropriate and unobtrusive—will not go 
unnoticed and will add points to your credibility with donors and 
sponsors.

Documentation and Reporting
The importance of documenting all your work cannot be 
overestimated. It may seem obvious: you need to take photos of 
your residents at work and during meetings, document the 
creation of their artworks, film the final exhibitions, and record 
all the residency activities in a narrative report. Yet, proper 
documentation of projects is still a big challenge in Ukraine. 
Because of this, we may never find out about any number of 

interesting residencies that have taken place in the past, but remain only in the memories 
of their participants.

Regardless of whether your residency is funded by a grant or you are doing everything 
independently, documentation and reporting are essential elements of the project’s 
implementation, and they are necessary primarily for you to successfully communicate 
the residency and institutional history. Documenting the process also allows you to 
integrate the experience you have gained as a team and avoid mistakes in the future. 
There is never enough time for this, especially when the residency is in full swing and lots 
of activities are happening, but the point is that you need to document everything during 
activities, not after that. Therefore, documentation should become part of your routine. If 
the residency programme lasts for several weeks (or even months) and is full of activities, 
you should make at least brief notes about what happened and when, while your memory 
is fresh: how many people came to a particular event (registration forms are the best way 
to do this), what places you took the residents to and when, whom you introduced them 
to, etc. This can be done at the end of each week, and this will make your life much easier 
when it comes to creating the final report.

As for photo and video documentation, much will depend on your resources. Large 
residencies usually hire professional production teams to make a short video about each 
resident, including interviews and documentation of their artistic work. You can plan this 
type of documentation from the very beginning, and allocate money for it in your budget. 
If this is not possible, you can arrange interviews with residents and post them in text 
form on your website or social media, or negotiate publication in the media. Invite a 
photographer and/or videographer to come to your location for a fee or as a volunteer to 
capture the residents' work at different stages, and then you can use the footage as you 
choose: post it in your stories, edit it into a final video, create an archive on your website, 
include it in your report, etc. If you have no opportunity to invite a dedicated person, 
choose someone in your team who knows how to use the camera on their phone—this will 
most likely be your communications manager—and include documentation of residency 
activities in their scope of work. This person can also visit the residents from time to time, 
shoot short videos, post them on your social media, and save them for the archive. 

If you plan a final exhibition or other presentation of the results of your residency, 
documentation is necessary, and it is extremely important to do it well. To document the 
exhibition, you should consult with experts who professionally document exhibitions and 
artworks. If this is not feasible, research websites of art galleries and residencies and pay 
attention to how they document their exhibitions. It is important to set up the light 

properly, take photos of each piece from several angles (up close, from the front at a right 
angle, and from a distance, in the environment), as well as take overview shots of the 
exhibition. We recommend that you have documentation of the exhibition both without 
people, so that all the artworks are clearly seen, and with visitors for communication 
purposes.

All of these steps will make it much easier for you to prepare your final report. If it is a 
report for a donor, it should show whether the stated goals of the project have been 
achieved and provide sources that can verify this information. Your report should 
compare the residency plan with what was actually implemented. Each donor has its own 
approved forms and reporting rules, but most of them will include a narrative or 
descriptive part, a media report, and a financial report. Some institutions may 
additionally request a report from an independent auditor. Read all the reporting 
requirements carefully before you start your project—this will save you a serious 
headache later.

Keep your reader in mind when writing a narrative report. Present the facts concisely, 
clearly, and consistently; do not overload your report with unnecessary information, but 
cover all the issues as required by the donor. Make sure that the donor does not have to 
get back to you for more details. A report written carelessly and hastily can lead to the 
termination of cooperation between you and the donor in the future. Keep in mind what 
is of value to you and do not forget to emphasise it in your report (ethical and 
environmental aspects: building sustainable relationships with the local community, etc.).

Be careful with the numbers, and not only in the financial part. Remember: your 
professional reputation depends on the accuracy of the information you provide. Under 
no circumstances should you submit false information in your report. If you have 
achieved less than planned, do not try to hide it, but explain in the report why it 
happened. Most donors understand that such situations can happen. However, if you are 
caught lying, it could put an end to your entire future career.

The media report should include information about audience outreach through all the 
channels you used. We have already mentioned offline event attendance counts above: 
try to track them during your residency. You can find all the statistics about your social 
media outreach (number of likes, views, interactions with your posts, etc.) in the page 
management area. Add information about the total number of posts about your project 
with screenshots of each of them, showing users' reactions and comments. To monitor 
the media, better create a separate file titled ‘clipping’ where you can collect links to all 

mentions of your project in the media. Remember to indicate the date of each 
publication, and the name of the media source, and take screenshots of each publication 
and/or save it as a PDF in case the page disappears or moves to another address. We 
recommend that you do media clipping throughout the project: once you see a new 
publication, add it to your file.

The financial report is usually prepared by the accountant, and to ensure that everything 
works well, organise your document flow so that there is always a person in the team who 
fills out logs, scans, and files primary documentation, and knows exactly where each 
contract, invoice and certificate is, as well as their saved copies. Remember that you have 
to keep most of the documents for at least 3 years, so make sure you have a dry place for 
them in your office that is protected from direct sunlight.
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and/or professional community. This also has its advantages when applying for grants: 
the application can describe straightaway the residents’ focus of interest, the themes to 
be covered, and the expected results. A nominated resident will have more time to get 
ready for the residency, and it will be easier for you to plan the project schedule; as a 
result, this will allow you to implement the residency programme more efficiently.

At the same time, you need to publicly communicate the criteria for your choice of artists 
to avoid possible criticism and accusations of elitism or nepotism. Also, keep in mind that 
being an invitation-only residency has practical disadvantages: for example, such 
residencies will not be accepted into Transartists, the largest network in the world.

Working only with invited artists, you also run the risk of being locked in your own bubble 
and missing out on new and interesting names that you may not even know of. That is 
why most residencies operate on an open call basis. You can have a year-round 
application process and review applications on a rolling basis; this option is suitable for 
individual residencies that are not tied to specific dates. Alternatively, you can hold open 
calls for group residencies that have a clear timeframe. 

Although an open call is by default a more democratic system for attracting residents 
than nomination, you need to make sure that the selection process is transparent and 
impartial. One way to achieve this is to involve independent experts in the evaluation. 
Keep in mind that inviting outside evaluators 
will require additional time to coordinate work 
schedules and a budget to pay for the experts’ 
work. Additionally, it should be noted that the 
presence of independent experts in the jury 
does not guarantee that the competition is 
transparent and impartial. The only real 
safeguard is a well-coordinated, rational, and 
transparently communicated evaluation 
system.

Develop an evaluation system with clearly 
defined criteria and an accurate scale. For 
example, ‘quality of artistic practice’ is a 
subjective evaluation criterion and cannot be 
the only or decisive factor in the selection 

process. If you are not ready to give this criterion up, you should balance it with other, 
more objective criteria, such as artist’s confirmed participation in professional projects in 
the relevant field; compliance of the artist’s practice with the specifics of your residency; 
letters of recommendation; convincing arguments in the motivation letter, etc. Although 
the evaluation of artistic practices can never be fully objective, try to minimise the factor 
of personal tastes and preferences.

When developing the evaluation scale, make sure that the different people who will be 
using it have the same understanding of the meaning of each grade and criteria. It is a 
good practice to create a small handbook for evaluators explaining the specifics of the 
residency programme, what artists you are looking for, and breaking down the evaluation 
criteria and the scale, clarifying what each score means. For example, you can set the 
criterion ‘how integrated the applicant’s practice is into the current institutional art field’ 
and evaluate it on a 4-point scale with the following breakdown: 4 points—the applicant 
has provided confirmation of participation in projects organised by national or municipal 
institutions and several mentions of their practice in professional media; 3 

points—confirmation of participation in projects of municipal or local scale and at least 
one mention in professional media; 2 points—confirmation of participation in at least one 
project; 1 point—no confirmation of participation in any projects. It is important that the 
evaluation criteria are clear not only to the evaluators but also to the applicants 
themselves, so you should publish them (perhaps in an abridged version) in the open call.

Don’t underestimate the value of interviewing the shortlisted finalists to get to know the 
people you are planning to host at your residency. This will give you a better 
understanding of how the artists will interact with others, and may prevent potential 
incidents. A chance to see each other before the residency begins, even through a video 
call, allows you to establish human contact with prospective residents, and is the first 
step in building a quality experience for all the residency participants. A video call can 
also be a good opportunity to show future residents around your residency space.

If some of the applicants did not get into the residency this year, but you really liked their 
applications, invite them to apply next year and keep in touch.

Logistics
It may sound banal but an essential part of organising any residency is making sure that 
the residents have a comfortable arrival, stay, and departure. Your programme may be of 
high curatorial quality, interesting, and useful, but the impression of it can be seriously 
spoiled by poorly organised logistics.

You should start taking care of travel issues as soon as the funding for the residency is 
confirmed. Book the tickets in advance, choosing options that allow changing dates or 
cancelling. If the residents are responsible for buying tickets, provide them with 
step-by-step instructions on how to get to the residency. This is especially true for 
foreigners: keep in mind that without knowing the local language it can be quite difficult 

to find your way around, so it is your responsibility as the organiser to make it as easy as 
possible for the residents. If you are able to meet the residents at the train station or 
airport and take them to the residency, this is the best option.

For the residencies located in remote places, it is necessary to provide a transfer for the 
residents. This can be a chartered bus or your own car if there are few residents, or if 
they do not arrive at the same time. If you organise a transfer through a contract service, 
it is best to make sure that not only a driver but also a residency representative meet the 
residents. 

Create an information sheet for the residents in English and your local language which 
you will send to them in a PDF before the residency starts and print it out so that they 
always have it at hand. Please include the following information:

Also, create an information sheet in your local language for foreign participants to carry 
with your contacts: whom to call in case a resident is detained by the police or has 
sudden health problems.

It is important to give new residents an introductory tour of the facilities and show them 
where to find things and how to use them: from the coffee machine to the photocopier. 
Where the washing machine with detergent is, where the vacuum cleaner, iron, or hair 
dryer are, where they can find clean bedsheets, etc. Such a tour is also a great 
opportunity to announce the general rules of the residency accommodation, such as 
washing your own dishes, sorting the rubbish, and silence after 11 pm (if applicable). 

If the residency takes place in a large city and is a long-term one, it makes sense to buy a 
public transportation pass for the residents. It is also a good practice to send out a 
newsletter at the beginning of the week with a list of the most interesting events in your 
area. If the residency is located in a village or a remote place, you should provide 
residents with options for getting to the nearest hospital, supermarket, and other more 
developed areas. If the participants will not be able to leave your location during the 
entire residency period and you will be responsible for buying food and other essential 
goods, you should inform all the residents in advance and clarify their dietary restrictions 
and possible special needs.

Interaction
A residency that hosts several people simultaneously creates a new micro-community 
that needs to be maintained. So, it is important that no one is left behind or feels 
unwelcome. Therefore, the first days of the residency programme should be dedicated to 
getting to residents getting to know one another and the team, as well as the activities to 
build your artistic community. Events should also be planned throughout the programme 
to facilitate communication (joint meals, parties, outings, etc.). Organise a presentation of 
the participants' artistic practices so that they understand each other’s backgrounds. This 
may encourage them to collaborate during the residency programme. A board with signed 
Polaroid photo portraits of the participants can be a great solution for integration and 
introduction. These photos can later be stored in a dedicated album.

Consider activities to integrate residents into the local community. You can do this 
through public events (lectures, artist talks, or workshops) and by inviting local experts 
(curators, artists, or researchers) to your venue. Be sure to schedule an individual meeting 
with the curator for each resident. Find out how you can be helpful, whom to connect 
with, and what places to visit in your location to deepen the residency research and agree 
on what results are expected from the residency programme.

It is not only the participants who make a residency artistic but also its content. Make 
sure that you have not only a comfortable workspace but also an interesting thematic 
library, a projector, and a screen for joint evening film screenings, board games, yoga 
mats, etc. A good thing to do is to decorate the space with artworks by residency alumni. 
This creates a sense of network and continuity.

Despite all the above activities and events, conflicts may occur during the residency 
programme, and it is your direct responsibility as the organiser to resolve them. If there is 
a conflict between the residents, be a mediator: talk to all parties involved in the conflict 
individually and try to hear all of them to find a compromise. Stay neutral and friendly to 
everyone. If necessary, engage a professional psychologist to help the residents.

If a conflict has occurred between you and a resident, it is crucial to resolve it before the 
programme ends, and if you fail to do so, do your best to ensure that the resident sees 
that you are willing to resolve the situation in a way that takes their interests into 
account. Never give residents the impression that you are indifferent to their needs. 
Unfortunately, a bad reputation spreads much faster than a good one.

If it is clear that the conflict was caused by one person and the situation is not critical, 
you can give them a yellow card and warn them that a red card will mean the end of your 
cooperation. When all possible methods of resolving the situation fail, terminating the 
toxic person's participation in the residency programme is the best solution. It is better to 
inform the resident about your decision in person, but this should also be indicated in an 
email. Agree on the time that the resident needs to pack and organise the logistics. If you 
have donors, be sure to inform them of the situation. Termination of the residency 
programme is an extreme measure that everyone tries to avoid, but sometimes it is the 
only way to keep other residents calm, save your property, and the nerves of everyone 
involved.

It is essential to get feedback from residents about their participation in your programme. 
You can do this in a variety of ways. For example, on the final day, organise a joint lunch 
and talk about the residency in a relaxed atmosphere. However, this approach has its 
disadvantages: what is said orally may be hard to document for further analysis in a 
team, and not all people are ready to share negative experiences openly in the presence 
of others. Therefore, it may be useful to survey the residents after the programme is over. 
Send participants an online form and ask them what they liked about the residency, what 
they found lacking, what to pay more attention to, etc. This approach also has its 
disadvantages: such requests can often remain unanswered as residents dive into their 

next projects. Whichever approach you choose, the most important thing is that you 
receive honest feedback and can work with your team to improve your residency 
programme in the future.

Responsibility
In Ukraine, it is still not always common for residents to sign a formal contract with the 
residency organiser, even though this is a standard practice in much of the Western 
world. This can lead to legal grey areas, abuses (on both sides), shifting of responsibility, 
and, in extreme cases, open conflicts and even litigation. Therefore, when planning and 
operating a residency, it is important not only to think in advance about what the 
residency organiser should be responsible for, but also to legally formalise the organisers’ 
rights and obligations within the framework of cooperation with residents. To do this, the 
residency organiser and the resident should sign an agreement that defines the mutual 
expectations of the parties (in particular, regarding the creation of artworks), the 
residency plan, and a list of rights and obligations for both parties. Such an agreement 
may also cover issues of professional ethics and communication, including how and when 
the resident should mention the residency programme in their public statements.

In your agreement, include a clause on the rules of conduct at the residency and a moral 
code that both participants and the programme organisers must adhere to. The code 
should be based on the principle of respect for human dignity and non-discrimination 
based on race, political, religious and other beliefs, gender, age, gender identity, disability, 
ethnic, or social origin, sexual orientation, marital and financial status, etc. Explicitly spell 
out the unacceptability of aggression, abusive language, sexual harassment, destructive 
behavior, etc. Such a clause will be helpful in resolving conflict situations.

Don't neglect to mention respect and care for the place and the environment: encourage 
residents to be responsible for all inhabitants of your area, both human and other beings.

The resident's responsibilities should include respectful treatment of the residency 
property. If the resident is provided with movable property (equipment, tools, etc.), this 
should also be documented in the acceptance contract. This way, in case of damage to 
the property due to the fault of the resident, it will be possible to apply for compensation.

If the residency programme implies the creation of an intellectual property object, this 
should be stated in the agreement, but the act of transferring the object or its property 
rights to the residency should be formalised in specific documents. These may include an 
author's agreement (an agreement commissioning the artwork from the artist), a 
purchase and sale agreement, an acceptance certificate, an agreement for the storage of 
an artwork for a certain period of time, or a licence agreement for the transfer of property 
rights to an intangible work. Please note that if your residency programme accepts 

artworks from residents, they should be put on the residency's balance sheet and require 
appropriate legal and accounting procedures. We advise you to negotiate non-exclusive 
property rights with your residents to keep your relations with them friendly. It will be an 
advantage for you if the artist uses their rights to an artwork created during their stay at 
your residency.

The agreement should also include the residency organiser’s obligation to ensure proper 
conditions for the resident's stay. The residency organiser may (but is not obliged to) 
assist residents in obtaining a visa, translation, and insurance. The agreement with the 
resident may specify assistance in obtaining a visa, but such support should only be 
offered if the residency organiser is ready to do this and there is a person on staff who 
can assist or provide guidance. When specifying any expenses in an agreement with a 
resident, you should take into account the tax consequences. For example, in order to 
pay a foreign resident an honorarium or other payments, they must obtain a tax number 
in Ukraine and open a bank account. When the residency organiser is a tax agent and 
pays taxes for foreign residents, it is essential to factor in additional payments for income 
and military taxes.

While staying in Ukraine, foreign residents are required to have a medical insurance 
policy. Thus, if a resident needs to visit a doctor, the insurance 
company will reimburse the costs. Pay close attention to the 
terms and conditions of such a policy, as all medical services 
for foreigners in Ukraine are paid.

Unfortunately, there is virtually no precedent for other 
insurance options. Insurance companies are reluctant to 
insure artworks, but if it is possible to conduct an appraisal, 
then in individual cases it is possible to sign an artwork 
insurance contract for the period of storage, exhibition, or 
transportation.

Under martial law, it is the resident's decision, and the 
resident’s decision alone, whether to participate in a residency 
programme in Ukraine, taking into account all the risks. At the 
same time, according to the general regulations of martial law, 
there must be a shelter near the residency location, and when 
holding public events, organisers must take into account 

restrictions on the number of people in the premises at the same time and the ability of 
evacuation. The security of residents can also be specified in the agreement.

And finally, don't forget that responsibility should always be mutual. While giving the 
residents the freedom to create without censorship, the organisers must support them in 
case of possible public conflicts, for example, when the result of the artist's work causes 
outrage among the audience. During this process, you may need to consult a lawyer or a 
psychologist, and you will have to work out a joint diplomatic solution to the situation. 
But in all cases, the resident should feel protected, not abandoned, by the organisation 
that invited them.

We have drafted a bilingual sample Residency Agreement to help you draft your 
agreement with a resident.

Communications
From the perspective of many donors and sponsors, the main criterion for the success of 
a project is its media output. This is one of the reasons why many residencies choose a 
format such as a final exhibition, screening, or other public presentation: this not only 
structures and guides the work of the residents but also is the point in the project when a 
wider audience can learn about the residency. No matter how small your residency 
programme is, you can't afford not to communicate it. At the same time, can the success 
of a residency really be determined by how many times it was written about in the media 
or how many likes these posts got? Can all communications be considered media 
coverage?

Every project is 90% communication: communication with the team, co-organisers, 
contractors, participants, etc. There are two types of communication: internal, within the 
team; and external, which includes communication with donors, partners, and the general 
public. This section focuses on external communication.

Communications are often thought to be something separate from the essence of the 
project. At the core there is the project, or the content part, which is the responsibility of 
the curator and/or artists, and then separately from this there is the project’s PR, which 
should be the responsibility of professionally trained communication managers. 
Technically, this may be true if you work in a large team with a dedicated PR department, 
but in most cases this approach does not work, since your communications are the only 

way the residency exists outside your team. Once again: for anyone who is not directly 
involved in your programme, your residency exists exclusively through the project 
communications that you conduct. Therefore, your residency communications do not 
start with the very first announcement of the open call but rather from the moment you 
choose a project name, develop a mission statement, and fill out the first funding 
application.

Communications are an integral aspect of the residency activities. Every email you send 
to potential or current partners, donors, or government officials is your public face. Every 
appearance you make as a representative of your residency programme at public events, 
even informal ones, adds to your image. That is why each team member is a 
communicator of the residency. Even in the development stage of the residency 
programme, curators, together with the communication managers or (if they are not 
available) on their own, should consider the target audience and design the public 
programme—lectures, discussions, artist talks, etc.—with this in mind. It is the curators, 
not the PR professionals, who should make sure that the concept of the residency and 
the description of the final project (if any) are clear and will be of interest to the 
audience.

Communications are not just about published articles or social media posts. They are also 
about your work with the local community, which often means whether your immediate 
neighbours know what you are doing and whether they like it. Communication with the 
community is critical. Truly successful residencies not only create a quality experience for 
their participants and organisers, they also contribute to the development of the local 
community. This is only possible if you actively involve the community in the residency 
activities: at least by inviting people to your events and introducing them to the residents, 
and ideally by involving them in the programme. This can be done in different ways: by 
surveying the locals about how the residency could contribute to improving the situation 
in the community (for example, by creating workshops for local children with the 
participation of residents); by inviting active community members to join the supervisory 
board or as consultants or volunteers; etc. 

It is your responsibility to ensure meaningful communication between the residents and 
the local community. As already mentioned, the residency location may be exotic to the 
residents and that may be what makes it attractive. This is normal at the beginning of the 
programme, but if the resident keeps perceiving the place as exotic—that is, foreign and 
unfamiliar, even though it is attractive—this is a sign of a communication failure. It is 
crucial to avoid isolating residents and to do so, you should schedule introductory visits 
to the residency for community members, as well as introduce residents to members of 
the professional community in your city, with the help of an interpreter if necessary. The 
more your community is involved in the residency life, the better it will understand its 
benefits and the more it will be responsive to its needs.

Thus, communication becomes a key element of the entire residency project. For this 
reason, you will need to start working on a communication strategy during the concept 
development stage of the project. From the very beginning, you have to answer three 
main questions: 

Defining your target audience (TA) will greatly influence your choice of communication 
channels. Please remember, you are not your target audience. Don't judge it based only 
on your own experience. You need to carefully study who your project is aimed at and 
develop a communication strategy based on the characteristics of each of the target 
audience groups. Your primary target audience will be potential participants of the 
residency programme; the following possible categories may include sponsors, patrons, 
donors (both current and future); media; professional community (artists, curators, 
critics, researchers, etc.); representatives of the local environment (residents, local 
authorities), etc.

Each target audience should have its key messages and communication channels. 
The key message should answer the three following questions:

Make sure that you have identified your target audience and specific key messages 
before you start defining communication channels and tools. Think carefully about 
whether your communication with each target audience will be direct (a coffee meeting, a 
press conference, communicating on social media) or through intermediaries (media, 
influencers, experts, and partners). What media will you use? Digital space (website, 
social media)? Tote bags, T-shirts, posters, flyers, etc.? Why is this particular medium 
efficient for your target audience? Where and how will they be placed and distributed?

To develop your communication strategy, you can use this simple chart:

Today, most communications have moved to social media. This is due to both its 
popularity and relative cheapness. Often, a substantial amount of the communications 
budget is invested in paid advertising on Facebook and other platforms, and while this 
form of communication can be efficient, it is by no means a silver bullet. It's worth 
remembering that without professional SMM managers who can properly target ads, 
using paid social media services is mostly a waste of money. Instead, traditional tools 
such as newsletters or even printed posters can have a much greater response if put in 
the right places. 

To reach out to the media, you don't necessarily need a dedicated PR person or a budget 
for paid publications. Cultural media, or thematic channels or groups on social media, are 
always in need of new content and looking for information about interesting projects, so 
your task is to bring them a story about your project that they may want to share. This 

story should be included in the press release. Here are some simple tips on how to create 
it:

Create your database of media contacts and individual journalists and update it once a 
year. Send personalised emails and do not overuse mass mailings of press releases if you 
do not want them to end up in the spam folder. Remember that people in the media are 
real, and they pay attention to how emails and press releases are written. The more care 
you show to the readers of your press release, the more likely you are to get it published. 
You will most likely need to adapt your press release for different media and platforms, so 
have a basic version on hand that is easy to make copies of, and that you can edit. Also, 
be ready to write the story about your residency yourself for publication in a format 
agreed upon with the media at their request.

Despite all this, social media is still an important, often primary, channel of 
communication with your audience. Try to post regularly on social media: even if it means 
one publication per month, it must be done on a monthly basis. When someone visits 
your social media page for the first time, the first thing that catches their eye is the latest 
publication in your feed, and if it is from last year, they immediately get the impression 
that your page is dead. Keep a calendar of publications where you plan what to post and 
when: this will help you turn SMM into a habit and keep in touch with your audience.

Remember that social media is about interaction. It's a common practice to include a call 
to action in your publications, as it makes it easier to engage your audience. 
Calls to action can be effective, but only if the content of the publication itself is 
engaging. For example, you might attempt to raise a controversial topic or activate a 
strong feeling such as nostalgia in your audience. Avoid automatically adding phrases like 
‘What do you think about this? Share your thoughts in the comments!’ This is perceived 
as a forced attempt to write something ‘in SMM style’. The audience should be engaged 

and attracted naturally through the content of your message. In 
other words, don't try to deceive your audience, and don't expect 
them to be excited about something that isn't exciting. All your 
communications should be honest and open. The best way to 
make your audience feel that you care about them is to answer 
all their questions in a timely manner in comments and 
messages, always be polite, tolerant, and show equal respect to 
all your readers.

And finally, a few words about donors. At every opportunity, 
don't forget to mention those who have supported your 
residency financially or in other ways. This applies to both 
sponsors and partners, volunteers, and all concerned members 
of your community who have contributed to the development of 
the residency. It is a common thing that grant agreements require 
that the logo of the donor or sponsor be included on all project 
communication materials and mentioned in the major project 
communications. This is the basic thing that you should never 
forget. But if you want to establish a long-term relationship with 
your donors, think how else you can express your gratitude: 
introduce them to the residents in person, hold a private closed 
opening before the public opening of an exhibition, give them a 
few copies of the final publication, create a dedicated 
publication about them on social media, etc. Such special 
attention—provided it is appropriate and unobtrusive—will not go 
unnoticed and will add points to your credibility with donors and 
sponsors.

Documentation and Reporting
The importance of documenting all your work cannot be 
overestimated. It may seem obvious: you need to take photos of 
your residents at work and during meetings, document the 
creation of their artworks, film the final exhibitions, and record 
all the residency activities in a narrative report. Yet, proper 
documentation of projects is still a big challenge in Ukraine. 
Because of this, we may never find out about any number of 

interesting residencies that have taken place in the past, but remain only in the memories 
of their participants.

Regardless of whether your residency is funded by a grant or you are doing everything 
independently, documentation and reporting are essential elements of the project’s 
implementation, and they are necessary primarily for you to successfully communicate 
the residency and institutional history. Documenting the process also allows you to 
integrate the experience you have gained as a team and avoid mistakes in the future. 
There is never enough time for this, especially when the residency is in full swing and lots 
of activities are happening, but the point is that you need to document everything during 
activities, not after that. Therefore, documentation should become part of your routine. If 
the residency programme lasts for several weeks (or even months) and is full of activities, 
you should make at least brief notes about what happened and when, while your memory 
is fresh: how many people came to a particular event (registration forms are the best way 
to do this), what places you took the residents to and when, whom you introduced them 
to, etc. This can be done at the end of each week, and this will make your life much easier 
when it comes to creating the final report.

As for photo and video documentation, much will depend on your resources. Large 
residencies usually hire professional production teams to make a short video about each 
resident, including interviews and documentation of their artistic work. You can plan this 
type of documentation from the very beginning, and allocate money for it in your budget. 
If this is not possible, you can arrange interviews with residents and post them in text 
form on your website or social media, or negotiate publication in the media. Invite a 
photographer and/or videographer to come to your location for a fee or as a volunteer to 
capture the residents' work at different stages, and then you can use the footage as you 
choose: post it in your stories, edit it into a final video, create an archive on your website, 
include it in your report, etc. If you have no opportunity to invite a dedicated person, 
choose someone in your team who knows how to use the camera on their phone—this will 
most likely be your communications manager—and include documentation of residency 
activities in their scope of work. This person can also visit the residents from time to time, 
shoot short videos, post them on your social media, and save them for the archive. 

If you plan a final exhibition or other presentation of the results of your residency, 
documentation is necessary, and it is extremely important to do it well. To document the 
exhibition, you should consult with experts who professionally document exhibitions and 
artworks. If this is not feasible, research websites of art galleries and residencies and pay 
attention to how they document their exhibitions. It is important to set up the light 

properly, take photos of each piece from several angles (up close, from the front at a right 
angle, and from a distance, in the environment), as well as take overview shots of the 
exhibition. We recommend that you have documentation of the exhibition both without 
people, so that all the artworks are clearly seen, and with visitors for communication 
purposes.

All of these steps will make it much easier for you to prepare your final report. If it is a 
report for a donor, it should show whether the stated goals of the project have been 
achieved and provide sources that can verify this information. Your report should 
compare the residency plan with what was actually implemented. Each donor has its own 
approved forms and reporting rules, but most of them will include a narrative or 
descriptive part, a media report, and a financial report. Some institutions may 
additionally request a report from an independent auditor. Read all the reporting 
requirements carefully before you start your project—this will save you a serious 
headache later.

Keep your reader in mind when writing a narrative report. Present the facts concisely, 
clearly, and consistently; do not overload your report with unnecessary information, but 
cover all the issues as required by the donor. Make sure that the donor does not have to 
get back to you for more details. A report written carelessly and hastily can lead to the 
termination of cooperation between you and the donor in the future. Keep in mind what 
is of value to you and do not forget to emphasise it in your report (ethical and 
environmental aspects: building sustainable relationships with the local community, etc.).

Be careful with the numbers, and not only in the financial part. Remember: your 
professional reputation depends on the accuracy of the information you provide. Under 
no circumstances should you submit false information in your report. If you have 
achieved less than planned, do not try to hide it, but explain in the report why it 
happened. Most donors understand that such situations can happen. However, if you are 
caught lying, it could put an end to your entire future career.

The media report should include information about audience outreach through all the 
channels you used. We have already mentioned offline event attendance counts above: 
try to track them during your residency. You can find all the statistics about your social 
media outreach (number of likes, views, interactions with your posts, etc.) in the page 
management area. Add information about the total number of posts about your project 
with screenshots of each of them, showing users' reactions and comments. To monitor 
the media, better create a separate file titled ‘clipping’ where you can collect links to all 

mentions of your project in the media. Remember to indicate the date of each 
publication, and the name of the media source, and take screenshots of each publication 
and/or save it as a PDF in case the page disappears or moves to another address. We 
recommend that you do media clipping throughout the project: once you see a new 
publication, add it to your file.

The financial report is usually prepared by the accountant, and to ensure that everything 
works well, organise your document flow so that there is always a person in the team who 
fills out logs, scans, and files primary documentation, and knows exactly where each 
contract, invoice and certificate is, as well as their saved copies. Remember that you have 
to keep most of the documents for at least 3 years, so make sure you have a dry place for 
them in your office that is protected from direct sunlight.
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and/or professional community. This also has its advantages when applying for grants: 
the application can describe straightaway the residents’ focus of interest, the themes to 
be covered, and the expected results. A nominated resident will have more time to get 
ready for the residency, and it will be easier for you to plan the project schedule; as a 
result, this will allow you to implement the residency programme more efficiently.

At the same time, you need to publicly communicate the criteria for your choice of artists 
to avoid possible criticism and accusations of elitism or nepotism. Also, keep in mind that 
being an invitation-only residency has practical disadvantages: for example, such 
residencies will not be accepted into Transartists, the largest network in the world.

Working only with invited artists, you also run the risk of being locked in your own bubble 
and missing out on new and interesting names that you may not even know of. That is 
why most residencies operate on an open call basis. You can have a year-round 
application process and review applications on a rolling basis; this option is suitable for 
individual residencies that are not tied to specific dates. Alternatively, you can hold open 
calls for group residencies that have a clear timeframe. 

Although an open call is by default a more democratic system for attracting residents 
than nomination, you need to make sure that the selection process is transparent and 
impartial. One way to achieve this is to involve independent experts in the evaluation. 
Keep in mind that inviting outside evaluators 
will require additional time to coordinate work 
schedules and a budget to pay for the experts’ 
work. Additionally, it should be noted that the 
presence of independent experts in the jury 
does not guarantee that the competition is 
transparent and impartial. The only real 
safeguard is a well-coordinated, rational, and 
transparently communicated evaluation 
system.

Develop an evaluation system with clearly 
defined criteria and an accurate scale. For 
example, ‘quality of artistic practice’ is a 
subjective evaluation criterion and cannot be 
the only or decisive factor in the selection 

process. If you are not ready to give this criterion up, you should balance it with other, 
more objective criteria, such as artist’s confirmed participation in professional projects in 
the relevant field; compliance of the artist’s practice with the specifics of your residency; 
letters of recommendation; convincing arguments in the motivation letter, etc. Although 
the evaluation of artistic practices can never be fully objective, try to minimise the factor 
of personal tastes and preferences.

When developing the evaluation scale, make sure that the different people who will be 
using it have the same understanding of the meaning of each grade and criteria. It is a 
good practice to create a small handbook for evaluators explaining the specifics of the 
residency programme, what artists you are looking for, and breaking down the evaluation 
criteria and the scale, clarifying what each score means. For example, you can set the 
criterion ‘how integrated the applicant’s practice is into the current institutional art field’ 
and evaluate it on a 4-point scale with the following breakdown: 4 points—the applicant 
has provided confirmation of participation in projects organised by national or municipal 
institutions and several mentions of their practice in professional media; 3 

points—confirmation of participation in projects of municipal or local scale and at least 
one mention in professional media; 2 points—confirmation of participation in at least one 
project; 1 point—no confirmation of participation in any projects. It is important that the 
evaluation criteria are clear not only to the evaluators but also to the applicants 
themselves, so you should publish them (perhaps in an abridged version) in the open call.

Don’t underestimate the value of interviewing the shortlisted finalists to get to know the 
people you are planning to host at your residency. This will give you a better 
understanding of how the artists will interact with others, and may prevent potential 
incidents. A chance to see each other before the residency begins, even through a video 
call, allows you to establish human contact with prospective residents, and is the first 
step in building a quality experience for all the residency participants. A video call can 
also be a good opportunity to show future residents around your residency space.

If some of the applicants did not get into the residency this year, but you really liked their 
applications, invite them to apply next year and keep in touch.

Logistics
It may sound banal but an essential part of organising any residency is making sure that 
the residents have a comfortable arrival, stay, and departure. Your programme may be of 
high curatorial quality, interesting, and useful, but the impression of it can be seriously 
spoiled by poorly organised logistics.

You should start taking care of travel issues as soon as the funding for the residency is 
confirmed. Book the tickets in advance, choosing options that allow changing dates or 
cancelling. If the residents are responsible for buying tickets, provide them with 
step-by-step instructions on how to get to the residency. This is especially true for 
foreigners: keep in mind that without knowing the local language it can be quite difficult 

to find your way around, so it is your responsibility as the organiser to make it as easy as 
possible for the residents. If you are able to meet the residents at the train station or 
airport and take them to the residency, this is the best option.

For the residencies located in remote places, it is necessary to provide a transfer for the 
residents. This can be a chartered bus or your own car if there are few residents, or if 
they do not arrive at the same time. If you organise a transfer through a contract service, 
it is best to make sure that not only a driver but also a residency representative meet the 
residents. 

Create an information sheet for the residents in English and your local language which 
you will send to them in a PDF before the residency starts and print it out so that they 
always have it at hand. Please include the following information:

Also, create an information sheet in your local language for foreign participants to carry 
with your contacts: whom to call in case a resident is detained by the police or has 
sudden health problems.

It is important to give new residents an introductory tour of the facilities and show them 
where to find things and how to use them: from the coffee machine to the photocopier. 
Where the washing machine with detergent is, where the vacuum cleaner, iron, or hair 
dryer are, where they can find clean bedsheets, etc. Such a tour is also a great 
opportunity to announce the general rules of the residency accommodation, such as 
washing your own dishes, sorting the rubbish, and silence after 11 pm (if applicable). 

If the residency takes place in a large city and is a long-term one, it makes sense to buy a 
public transportation pass for the residents. It is also a good practice to send out a 
newsletter at the beginning of the week with a list of the most interesting events in your 
area. If the residency is located in a village or a remote place, you should provide 
residents with options for getting to the nearest hospital, supermarket, and other more 
developed areas. If the participants will not be able to leave your location during the 
entire residency period and you will be responsible for buying food and other essential 
goods, you should inform all the residents in advance and clarify their dietary restrictions 
and possible special needs.

Interaction
A residency that hosts several people simultaneously creates a new micro-community 
that needs to be maintained. So, it is important that no one is left behind or feels 
unwelcome. Therefore, the first days of the residency programme should be dedicated to 
getting to residents getting to know one another and the team, as well as the activities to 
build your artistic community. Events should also be planned throughout the programme 
to facilitate communication (joint meals, parties, outings, etc.). Organise a presentation of 
the participants' artistic practices so that they understand each other’s backgrounds. This 
may encourage them to collaborate during the residency programme. A board with signed 
Polaroid photo portraits of the participants can be a great solution for integration and 
introduction. These photos can later be stored in a dedicated album.

Consider activities to integrate residents into the local community. You can do this 
through public events (lectures, artist talks, or workshops) and by inviting local experts 
(curators, artists, or researchers) to your venue. Be sure to schedule an individual meeting 
with the curator for each resident. Find out how you can be helpful, whom to connect 
with, and what places to visit in your location to deepen the residency research and agree 
on what results are expected from the residency programme.

It is not only the participants who make a residency artistic but also its content. Make 
sure that you have not only a comfortable workspace but also an interesting thematic 
library, a projector, and a screen for joint evening film screenings, board games, yoga 
mats, etc. A good thing to do is to decorate the space with artworks by residency alumni. 
This creates a sense of network and continuity.

Despite all the above activities and events, conflicts may occur during the residency 
programme, and it is your direct responsibility as the organiser to resolve them. If there is 
a conflict between the residents, be a mediator: talk to all parties involved in the conflict 
individually and try to hear all of them to find a compromise. Stay neutral and friendly to 
everyone. If necessary, engage a professional psychologist to help the residents.

If a conflict has occurred between you and a resident, it is crucial to resolve it before the 
programme ends, and if you fail to do so, do your best to ensure that the resident sees 
that you are willing to resolve the situation in a way that takes their interests into 
account. Never give residents the impression that you are indifferent to their needs. 
Unfortunately, a bad reputation spreads much faster than a good one.

If it is clear that the conflict was caused by one person and the situation is not critical, 
you can give them a yellow card and warn them that a red card will mean the end of your 
cooperation. When all possible methods of resolving the situation fail, terminating the 
toxic person's participation in the residency programme is the best solution. It is better to 
inform the resident about your decision in person, but this should also be indicated in an 
email. Agree on the time that the resident needs to pack and organise the logistics. If you 
have donors, be sure to inform them of the situation. Termination of the residency 
programme is an extreme measure that everyone tries to avoid, but sometimes it is the 
only way to keep other residents calm, save your property, and the nerves of everyone 
involved.

It is essential to get feedback from residents about their participation in your programme. 
You can do this in a variety of ways. For example, on the final day, organise a joint lunch 
and talk about the residency in a relaxed atmosphere. However, this approach has its 
disadvantages: what is said orally may be hard to document for further analysis in a 
team, and not all people are ready to share negative experiences openly in the presence 
of others. Therefore, it may be useful to survey the residents after the programme is over. 
Send participants an online form and ask them what they liked about the residency, what 
they found lacking, what to pay more attention to, etc. This approach also has its 
disadvantages: such requests can often remain unanswered as residents dive into their 

next projects. Whichever approach you choose, the most important thing is that you 
receive honest feedback and can work with your team to improve your residency 
programme in the future.

Responsibility
In Ukraine, it is still not always common for residents to sign a formal contract with the 
residency organiser, even though this is a standard practice in much of the Western 
world. This can lead to legal grey areas, abuses (on both sides), shifting of responsibility, 
and, in extreme cases, open conflicts and even litigation. Therefore, when planning and 
operating a residency, it is important not only to think in advance about what the 
residency organiser should be responsible for, but also to legally formalise the organisers’ 
rights and obligations within the framework of cooperation with residents. To do this, the 
residency organiser and the resident should sign an agreement that defines the mutual 
expectations of the parties (in particular, regarding the creation of artworks), the 
residency plan, and a list of rights and obligations for both parties. Such an agreement 
may also cover issues of professional ethics and communication, including how and when 
the resident should mention the residency programme in their public statements.

In your agreement, include a clause on the rules of conduct at the residency and a moral 
code that both participants and the programme organisers must adhere to. The code 
should be based on the principle of respect for human dignity and non-discrimination 
based on race, political, religious and other beliefs, gender, age, gender identity, disability, 
ethnic, or social origin, sexual orientation, marital and financial status, etc. Explicitly spell 
out the unacceptability of aggression, abusive language, sexual harassment, destructive 
behavior, etc. Such a clause will be helpful in resolving conflict situations.

Don't neglect to mention respect and care for the place and the environment: encourage 
residents to be responsible for all inhabitants of your area, both human and other beings.

“This year we are planning to introduce the format of integrity agreements, 
not to push the artist into a corner, but rather to protect ourselves.”
Iryna Polikarchuk,  Director of the Artsvit Gallery (Dnipro)

The resident's responsibilities should include respectful treatment of the residency 
property. If the resident is provided with movable property (equipment, tools, etc.), this 
should also be documented in the acceptance contract. This way, in case of damage to 
the property due to the fault of the resident, it will be possible to apply for compensation.

If the residency programme implies the creation of an intellectual property object, this 
should be stated in the agreement, but the act of transferring the object or its property 
rights to the residency should be formalised in specific documents. These may include an 
author's agreement (an agreement commissioning the artwork from the artist), a 
purchase and sale agreement, an acceptance certificate, an agreement for the storage of 
an artwork for a certain period of time, or a licence agreement for the transfer of property 
rights to an intangible work. Please note that if your residency programme accepts 

artworks from residents, they should be put on the residency's balance sheet and require 
appropriate legal and accounting procedures. We advise you to negotiate non-exclusive 
property rights with your residents to keep your relations with them friendly. It will be an 
advantage for you if the artist uses their rights to an artwork created during their stay at 
your residency.

The agreement should also include the residency organiser’s obligation to ensure proper 
conditions for the resident's stay. The residency organiser may (but is not obliged to) 
assist residents in obtaining a visa, translation, and insurance. The agreement with the 
resident may specify assistance in obtaining a visa, but such support should only be 
offered if the residency organiser is ready to do this and there is a person on staff who 
can assist or provide guidance. When specifying any expenses in an agreement with a 
resident, you should take into account the tax consequences. For example, in order to 
pay a foreign resident an honorarium or other payments, they must obtain a tax number 
in Ukraine and open a bank account. When the residency organiser is a tax agent and 
pays taxes for foreign residents, it is essential to factor in additional payments for income 
and military taxes.

While staying in Ukraine, foreign residents are required to have a medical insurance 
policy. Thus, if a resident needs to visit a doctor, the insurance 
company will reimburse the costs. Pay close attention to the 
terms and conditions of such a policy, as all medical services 
for foreigners in Ukraine are paid.

Unfortunately, there is virtually no precedent for other 
insurance options. Insurance companies are reluctant to 
insure artworks, but if it is possible to conduct an appraisal, 
then in individual cases it is possible to sign an artwork 
insurance contract for the period of storage, exhibition, or 
transportation.

Under martial law, it is the resident's decision, and the 
resident’s decision alone, whether to participate in a residency 
programme in Ukraine, taking into account all the risks. At the 
same time, according to the general regulations of martial law, 
there must be a shelter near the residency location, and when 
holding public events, organisers must take into account 

restrictions on the number of people in the premises at the same time and the ability of 
evacuation. The security of residents can also be specified in the agreement.

And finally, don't forget that responsibility should always be mutual. While giving the 
residents the freedom to create without censorship, the organisers must support them in 
case of possible public conflicts, for example, when the result of the artist's work causes 
outrage among the audience. During this process, you may need to consult a lawyer or a 
psychologist, and you will have to work out a joint diplomatic solution to the situation. 
But in all cases, the resident should feel protected, not abandoned, by the organisation 
that invited them.

We have drafted a bilingual sample Residency Agreement to help you draft your 
agreement with a resident.

Communications
From the perspective of many donors and sponsors, the main criterion for the success of 
a project is its media output. This is one of the reasons why many residencies choose a 
format such as a final exhibition, screening, or other public presentation: this not only 
structures and guides the work of the residents but also is the point in the project when a 
wider audience can learn about the residency. No matter how small your residency 
programme is, you can't afford not to communicate it. At the same time, can the success 
of a residency really be determined by how many times it was written about in the media 
or how many likes these posts got? Can all communications be considered media 
coverage?

Every project is 90% communication: communication with the team, co-organisers, 
contractors, participants, etc. There are two types of communication: internal, within the 
team; and external, which includes communication with donors, partners, and the general 
public. This section focuses on external communication.

Communications are often thought to be something separate from the essence of the 
project. At the core there is the project, or the content part, which is the responsibility of 
the curator and/or artists, and then separately from this there is the project’s PR, which 
should be the responsibility of professionally trained communication managers. 
Technically, this may be true if you work in a large team with a dedicated PR department, 
but in most cases this approach does not work, since your communications are the only 

way the residency exists outside your team. Once again: for anyone who is not directly 
involved in your programme, your residency exists exclusively through the project 
communications that you conduct. Therefore, your residency communications do not 
start with the very first announcement of the open call but rather from the moment you 
choose a project name, develop a mission statement, and fill out the first funding 
application.

Communications are an integral aspect of the residency activities. Every email you send 
to potential or current partners, donors, or government officials is your public face. Every 
appearance you make as a representative of your residency programme at public events, 
even informal ones, adds to your image. That is why each team member is a 
communicator of the residency. Even in the development stage of the residency 
programme, curators, together with the communication managers or (if they are not 
available) on their own, should consider the target audience and design the public 
programme—lectures, discussions, artist talks, etc.—with this in mind. It is the curators, 
not the PR professionals, who should make sure that the concept of the residency and 
the description of the final project (if any) are clear and will be of interest to the 
audience.

Communications are not just about published articles or social media posts. They are also 
about your work with the local community, which often means whether your immediate 
neighbours know what you are doing and whether they like it. Communication with the 
community is critical. Truly successful residencies not only create a quality experience for 
their participants and organisers, they also contribute to the development of the local 
community. This is only possible if you actively involve the community in the residency 
activities: at least by inviting people to your events and introducing them to the residents, 
and ideally by involving them in the programme. This can be done in different ways: by 
surveying the locals about how the residency could contribute to improving the situation 
in the community (for example, by creating workshops for local children with the 
participation of residents); by inviting active community members to join the supervisory 
board or as consultants or volunteers; etc. 

It is your responsibility to ensure meaningful communication between the residents and 
the local community. As already mentioned, the residency location may be exotic to the 
residents and that may be what makes it attractive. This is normal at the beginning of the 
programme, but if the resident keeps perceiving the place as exotic—that is, foreign and 
unfamiliar, even though it is attractive—this is a sign of a communication failure. It is 
crucial to avoid isolating residents and to do so, you should schedule introductory visits 
to the residency for community members, as well as introduce residents to members of 
the professional community in your city, with the help of an interpreter if necessary. The 
more your community is involved in the residency life, the better it will understand its 
benefits and the more it will be responsive to its needs.

Thus, communication becomes a key element of the entire residency project. For this 
reason, you will need to start working on a communication strategy during the concept 
development stage of the project. From the very beginning, you have to answer three 
main questions: 

Defining your target audience (TA) will greatly influence your choice of communication 
channels. Please remember, you are not your target audience. Don't judge it based only 
on your own experience. You need to carefully study who your project is aimed at and 
develop a communication strategy based on the characteristics of each of the target 
audience groups. Your primary target audience will be potential participants of the 
residency programme; the following possible categories may include sponsors, patrons, 
donors (both current and future); media; professional community (artists, curators, 
critics, researchers, etc.); representatives of the local environment (residents, local 
authorities), etc.

Each target audience should have its key messages and communication channels. 
The key message should answer the three following questions:

Make sure that you have identified your target audience and specific key messages 
before you start defining communication channels and tools. Think carefully about 
whether your communication with each target audience will be direct (a coffee meeting, a 
press conference, communicating on social media) or through intermediaries (media, 
influencers, experts, and partners). What media will you use? Digital space (website, 
social media)? Tote bags, T-shirts, posters, flyers, etc.? Why is this particular medium 
efficient for your target audience? Where and how will they be placed and distributed?

To develop your communication strategy, you can use this simple chart:

Today, most communications have moved to social media. This is due to both its 
popularity and relative cheapness. Often, a substantial amount of the communications 
budget is invested in paid advertising on Facebook and other platforms, and while this 
form of communication can be efficient, it is by no means a silver bullet. It's worth 
remembering that without professional SMM managers who can properly target ads, 
using paid social media services is mostly a waste of money. Instead, traditional tools 
such as newsletters or even printed posters can have a much greater response if put in 
the right places. 

To reach out to the media, you don't necessarily need a dedicated PR person or a budget 
for paid publications. Cultural media, or thematic channels or groups on social media, are 
always in need of new content and looking for information about interesting projects, so 
your task is to bring them a story about your project that they may want to share. This 

story should be included in the press release. Here are some simple tips on how to create 
it:

Create your database of media contacts and individual journalists and update it once a 
year. Send personalised emails and do not overuse mass mailings of press releases if you 
do not want them to end up in the spam folder. Remember that people in the media are 
real, and they pay attention to how emails and press releases are written. The more care 
you show to the readers of your press release, the more likely you are to get it published. 
You will most likely need to adapt your press release for different media and platforms, so 
have a basic version on hand that is easy to make copies of, and that you can edit. Also, 
be ready to write the story about your residency yourself for publication in a format 
agreed upon with the media at their request.

Despite all this, social media is still an important, often primary, channel of 
communication with your audience. Try to post regularly on social media: even if it means 
one publication per month, it must be done on a monthly basis. When someone visits 
your social media page for the first time, the first thing that catches their eye is the latest 
publication in your feed, and if it is from last year, they immediately get the impression 
that your page is dead. Keep a calendar of publications where you plan what to post and 
when: this will help you turn SMM into a habit and keep in touch with your audience.

Remember that social media is about interaction. It's a common practice to include a call 
to action in your publications, as it makes it easier to engage your audience. 
Calls to action can be effective, but only if the content of the publication itself is 
engaging. For example, you might attempt to raise a controversial topic or activate a 
strong feeling such as nostalgia in your audience. Avoid automatically adding phrases like 
‘What do you think about this? Share your thoughts in the comments!’ This is perceived 
as a forced attempt to write something ‘in SMM style’. The audience should be engaged 

and attracted naturally through the content of your message. In 
other words, don't try to deceive your audience, and don't expect 
them to be excited about something that isn't exciting. All your 
communications should be honest and open. The best way to 
make your audience feel that you care about them is to answer 
all their questions in a timely manner in comments and 
messages, always be polite, tolerant, and show equal respect to 
all your readers.

And finally, a few words about donors. At every opportunity, 
don't forget to mention those who have supported your 
residency financially or in other ways. This applies to both 
sponsors and partners, volunteers, and all concerned members 
of your community who have contributed to the development of 
the residency. It is a common thing that grant agreements require 
that the logo of the donor or sponsor be included on all project 
communication materials and mentioned in the major project 
communications. This is the basic thing that you should never 
forget. But if you want to establish a long-term relationship with 
your donors, think how else you can express your gratitude: 
introduce them to the residents in person, hold a private closed 
opening before the public opening of an exhibition, give them a 
few copies of the final publication, create a dedicated 
publication about them on social media, etc. Such special 
attention—provided it is appropriate and unobtrusive—will not go 
unnoticed and will add points to your credibility with donors and 
sponsors.

Documentation and Reporting
The importance of documenting all your work cannot be 
overestimated. It may seem obvious: you need to take photos of 
your residents at work and during meetings, document the 
creation of their artworks, film the final exhibitions, and record 
all the residency activities in a narrative report. Yet, proper 
documentation of projects is still a big challenge in Ukraine. 
Because of this, we may never find out about any number of 

interesting residencies that have taken place in the past, but remain only in the memories 
of their participants.

Regardless of whether your residency is funded by a grant or you are doing everything 
independently, documentation and reporting are essential elements of the project’s 
implementation, and they are necessary primarily for you to successfully communicate 
the residency and institutional history. Documenting the process also allows you to 
integrate the experience you have gained as a team and avoid mistakes in the future. 
There is never enough time for this, especially when the residency is in full swing and lots 
of activities are happening, but the point is that you need to document everything during 
activities, not after that. Therefore, documentation should become part of your routine. If 
the residency programme lasts for several weeks (or even months) and is full of activities, 
you should make at least brief notes about what happened and when, while your memory 
is fresh: how many people came to a particular event (registration forms are the best way 
to do this), what places you took the residents to and when, whom you introduced them 
to, etc. This can be done at the end of each week, and this will make your life much easier 
when it comes to creating the final report.

As for photo and video documentation, much will depend on your resources. Large 
residencies usually hire professional production teams to make a short video about each 
resident, including interviews and documentation of their artistic work. You can plan this 
type of documentation from the very beginning, and allocate money for it in your budget. 
If this is not possible, you can arrange interviews with residents and post them in text 
form on your website or social media, or negotiate publication in the media. Invite a 
photographer and/or videographer to come to your location for a fee or as a volunteer to 
capture the residents' work at different stages, and then you can use the footage as you 
choose: post it in your stories, edit it into a final video, create an archive on your website, 
include it in your report, etc. If you have no opportunity to invite a dedicated person, 
choose someone in your team who knows how to use the camera on their phone—this will 
most likely be your communications manager—and include documentation of residency 
activities in their scope of work. This person can also visit the residents from time to time, 
shoot short videos, post them on your social media, and save them for the archive. 

If you plan a final exhibition or other presentation of the results of your residency, 
documentation is necessary, and it is extremely important to do it well. To document the 
exhibition, you should consult with experts who professionally document exhibitions and 
artworks. If this is not feasible, research websites of art galleries and residencies and pay 
attention to how they document their exhibitions. It is important to set up the light 

properly, take photos of each piece from several angles (up close, from the front at a right 
angle, and from a distance, in the environment), as well as take overview shots of the 
exhibition. We recommend that you have documentation of the exhibition both without 
people, so that all the artworks are clearly seen, and with visitors for communication 
purposes.

All of these steps will make it much easier for you to prepare your final report. If it is a 
report for a donor, it should show whether the stated goals of the project have been 
achieved and provide sources that can verify this information. Your report should 
compare the residency plan with what was actually implemented. Each donor has its own 
approved forms and reporting rules, but most of them will include a narrative or 
descriptive part, a media report, and a financial report. Some institutions may 
additionally request a report from an independent auditor. Read all the reporting 
requirements carefully before you start your project—this will save you a serious 
headache later.

Keep your reader in mind when writing a narrative report. Present the facts concisely, 
clearly, and consistently; do not overload your report with unnecessary information, but 
cover all the issues as required by the donor. Make sure that the donor does not have to 
get back to you for more details. A report written carelessly and hastily can lead to the 
termination of cooperation between you and the donor in the future. Keep in mind what 
is of value to you and do not forget to emphasise it in your report (ethical and 
environmental aspects: building sustainable relationships with the local community, etc.).

Be careful with the numbers, and not only in the financial part. Remember: your 
professional reputation depends on the accuracy of the information you provide. Under 
no circumstances should you submit false information in your report. If you have 
achieved less than planned, do not try to hide it, but explain in the report why it 
happened. Most donors understand that such situations can happen. However, if you are 
caught lying, it could put an end to your entire future career.

The media report should include information about audience outreach through all the 
channels you used. We have already mentioned offline event attendance counts above: 
try to track them during your residency. You can find all the statistics about your social 
media outreach (number of likes, views, interactions with your posts, etc.) in the page 
management area. Add information about the total number of posts about your project 
with screenshots of each of them, showing users' reactions and comments. To monitor 
the media, better create a separate file titled ‘clipping’ where you can collect links to all 

mentions of your project in the media. Remember to indicate the date of each 
publication, and the name of the media source, and take screenshots of each publication 
and/or save it as a PDF in case the page disappears or moves to another address. We 
recommend that you do media clipping throughout the project: once you see a new 
publication, add it to your file.

The financial report is usually prepared by the accountant, and to ensure that everything 
works well, organise your document flow so that there is always a person in the team who 
fills out logs, scans, and files primary documentation, and knows exactly where each 
contract, invoice and certificate is, as well as their saved copies. Remember that you have 
to keep most of the documents for at least 3 years, so make sure you have a dry place for 
them in your office that is protected from direct sunlight.
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and/or professional community. This also has its advantages when applying for grants: 
the application can describe straightaway the residents’ focus of interest, the themes to 
be covered, and the expected results. A nominated resident will have more time to get 
ready for the residency, and it will be easier for you to plan the project schedule; as a 
result, this will allow you to implement the residency programme more efficiently.

At the same time, you need to publicly communicate the criteria for your choice of artists 
to avoid possible criticism and accusations of elitism or nepotism. Also, keep in mind that 
being an invitation-only residency has practical disadvantages: for example, such 
residencies will not be accepted into Transartists, the largest network in the world.

Working only with invited artists, you also run the risk of being locked in your own bubble 
and missing out on new and interesting names that you may not even know of. That is 
why most residencies operate on an open call basis. You can have a year-round 
application process and review applications on a rolling basis; this option is suitable for 
individual residencies that are not tied to specific dates. Alternatively, you can hold open 
calls for group residencies that have a clear timeframe. 

Although an open call is by default a more democratic system for attracting residents 
than nomination, you need to make sure that the selection process is transparent and 
impartial. One way to achieve this is to involve independent experts in the evaluation. 
Keep in mind that inviting outside evaluators 
will require additional time to coordinate work 
schedules and a budget to pay for the experts’ 
work. Additionally, it should be noted that the 
presence of independent experts in the jury 
does not guarantee that the competition is 
transparent and impartial. The only real 
safeguard is a well-coordinated, rational, and 
transparently communicated evaluation 
system.

Develop an evaluation system with clearly 
defined criteria and an accurate scale. For 
example, ‘quality of artistic practice’ is a 
subjective evaluation criterion and cannot be 
the only or decisive factor in the selection 

process. If you are not ready to give this criterion up, you should balance it with other, 
more objective criteria, such as artist’s confirmed participation in professional projects in 
the relevant field; compliance of the artist’s practice with the specifics of your residency; 
letters of recommendation; convincing arguments in the motivation letter, etc. Although 
the evaluation of artistic practices can never be fully objective, try to minimise the factor 
of personal tastes and preferences.

When developing the evaluation scale, make sure that the different people who will be 
using it have the same understanding of the meaning of each grade and criteria. It is a 
good practice to create a small handbook for evaluators explaining the specifics of the 
residency programme, what artists you are looking for, and breaking down the evaluation 
criteria and the scale, clarifying what each score means. For example, you can set the 
criterion ‘how integrated the applicant’s practice is into the current institutional art field’ 
and evaluate it on a 4-point scale with the following breakdown: 4 points—the applicant 
has provided confirmation of participation in projects organised by national or municipal 
institutions and several mentions of their practice in professional media; 3 

points—confirmation of participation in projects of municipal or local scale and at least 
one mention in professional media; 2 points—confirmation of participation in at least one 
project; 1 point—no confirmation of participation in any projects. It is important that the 
evaluation criteria are clear not only to the evaluators but also to the applicants 
themselves, so you should publish them (perhaps in an abridged version) in the open call.

Don’t underestimate the value of interviewing the shortlisted finalists to get to know the 
people you are planning to host at your residency. This will give you a better 
understanding of how the artists will interact with others, and may prevent potential 
incidents. A chance to see each other before the residency begins, even through a video 
call, allows you to establish human contact with prospective residents, and is the first 
step in building a quality experience for all the residency participants. A video call can 
also be a good opportunity to show future residents around your residency space.

If some of the applicants did not get into the residency this year, but you really liked their 
applications, invite them to apply next year and keep in touch.

Logistics
It may sound banal but an essential part of organising any residency is making sure that 
the residents have a comfortable arrival, stay, and departure. Your programme may be of 
high curatorial quality, interesting, and useful, but the impression of it can be seriously 
spoiled by poorly organised logistics.

You should start taking care of travel issues as soon as the funding for the residency is 
confirmed. Book the tickets in advance, choosing options that allow changing dates or 
cancelling. If the residents are responsible for buying tickets, provide them with 
step-by-step instructions on how to get to the residency. This is especially true for 
foreigners: keep in mind that without knowing the local language it can be quite difficult 

to find your way around, so it is your responsibility as the organiser to make it as easy as 
possible for the residents. If you are able to meet the residents at the train station or 
airport and take them to the residency, this is the best option.

For the residencies located in remote places, it is necessary to provide a transfer for the 
residents. This can be a chartered bus or your own car if there are few residents, or if 
they do not arrive at the same time. If you organise a transfer through a contract service, 
it is best to make sure that not only a driver but also a residency representative meet the 
residents. 

Create an information sheet for the residents in English and your local language which 
you will send to them in a PDF before the residency starts and print it out so that they 
always have it at hand. Please include the following information:

Also, create an information sheet in your local language for foreign participants to carry 
with your contacts: whom to call in case a resident is detained by the police or has 
sudden health problems.

It is important to give new residents an introductory tour of the facilities and show them 
where to find things and how to use them: from the coffee machine to the photocopier. 
Where the washing machine with detergent is, where the vacuum cleaner, iron, or hair 
dryer are, where they can find clean bedsheets, etc. Such a tour is also a great 
opportunity to announce the general rules of the residency accommodation, such as 
washing your own dishes, sorting the rubbish, and silence after 11 pm (if applicable). 

If the residency takes place in a large city and is a long-term one, it makes sense to buy a 
public transportation pass for the residents. It is also a good practice to send out a 
newsletter at the beginning of the week with a list of the most interesting events in your 
area. If the residency is located in a village or a remote place, you should provide 
residents with options for getting to the nearest hospital, supermarket, and other more 
developed areas. If the participants will not be able to leave your location during the 
entire residency period and you will be responsible for buying food and other essential 
goods, you should inform all the residents in advance and clarify their dietary restrictions 
and possible special needs.

Interaction
A residency that hosts several people simultaneously creates a new micro-community 
that needs to be maintained. So, it is important that no one is left behind or feels 
unwelcome. Therefore, the first days of the residency programme should be dedicated to 
getting to residents getting to know one another and the team, as well as the activities to 
build your artistic community. Events should also be planned throughout the programme 
to facilitate communication (joint meals, parties, outings, etc.). Organise a presentation of 
the participants' artistic practices so that they understand each other’s backgrounds. This 
may encourage them to collaborate during the residency programme. A board with signed 
Polaroid photo portraits of the participants can be a great solution for integration and 
introduction. These photos can later be stored in a dedicated album.

Consider activities to integrate residents into the local community. You can do this 
through public events (lectures, artist talks, or workshops) and by inviting local experts 
(curators, artists, or researchers) to your venue. Be sure to schedule an individual meeting 
with the curator for each resident. Find out how you can be helpful, whom to connect 
with, and what places to visit in your location to deepen the residency research and agree 
on what results are expected from the residency programme.

It is not only the participants who make a residency artistic but also its content. Make 
sure that you have not only a comfortable workspace but also an interesting thematic 
library, a projector, and a screen for joint evening film screenings, board games, yoga 
mats, etc. A good thing to do is to decorate the space with artworks by residency alumni. 
This creates a sense of network and continuity.

Despite all the above activities and events, conflicts may occur during the residency 
programme, and it is your direct responsibility as the organiser to resolve them. If there is 
a conflict between the residents, be a mediator: talk to all parties involved in the conflict 
individually and try to hear all of them to find a compromise. Stay neutral and friendly to 
everyone. If necessary, engage a professional psychologist to help the residents.

If a conflict has occurred between you and a resident, it is crucial to resolve it before the 
programme ends, and if you fail to do so, do your best to ensure that the resident sees 
that you are willing to resolve the situation in a way that takes their interests into 
account. Never give residents the impression that you are indifferent to their needs. 
Unfortunately, a bad reputation spreads much faster than a good one.

If it is clear that the conflict was caused by one person and the situation is not critical, 
you can give them a yellow card and warn them that a red card will mean the end of your 
cooperation. When all possible methods of resolving the situation fail, terminating the 
toxic person's participation in the residency programme is the best solution. It is better to 
inform the resident about your decision in person, but this should also be indicated in an 
email. Agree on the time that the resident needs to pack and organise the logistics. If you 
have donors, be sure to inform them of the situation. Termination of the residency 
programme is an extreme measure that everyone tries to avoid, but sometimes it is the 
only way to keep other residents calm, save your property, and the nerves of everyone 
involved.

It is essential to get feedback from residents about their participation in your programme. 
You can do this in a variety of ways. For example, on the final day, organise a joint lunch 
and talk about the residency in a relaxed atmosphere. However, this approach has its 
disadvantages: what is said orally may be hard to document for further analysis in a 
team, and not all people are ready to share negative experiences openly in the presence 
of others. Therefore, it may be useful to survey the residents after the programme is over. 
Send participants an online form and ask them what they liked about the residency, what 
they found lacking, what to pay more attention to, etc. This approach also has its 
disadvantages: such requests can often remain unanswered as residents dive into their 

next projects. Whichever approach you choose, the most important thing is that you 
receive honest feedback and can work with your team to improve your residency 
programme in the future.

Responsibility
In Ukraine, it is still not always common for residents to sign a formal contract with the 
residency organiser, even though this is a standard practice in much of the Western 
world. This can lead to legal grey areas, abuses (on both sides), shifting of responsibility, 
and, in extreme cases, open conflicts and even litigation. Therefore, when planning and 
operating a residency, it is important not only to think in advance about what the 
residency organiser should be responsible for, but also to legally formalise the organisers’ 
rights and obligations within the framework of cooperation with residents. To do this, the 
residency organiser and the resident should sign an agreement that defines the mutual 
expectations of the parties (in particular, regarding the creation of artworks), the 
residency plan, and a list of rights and obligations for both parties. Such an agreement 
may also cover issues of professional ethics and communication, including how and when 
the resident should mention the residency programme in their public statements.

In your agreement, include a clause on the rules of conduct at the residency and a moral 
code that both participants and the programme organisers must adhere to. The code 
should be based on the principle of respect for human dignity and non-discrimination 
based on race, political, religious and other beliefs, gender, age, gender identity, disability, 
ethnic, or social origin, sexual orientation, marital and financial status, etc. Explicitly spell 
out the unacceptability of aggression, abusive language, sexual harassment, destructive 
behavior, etc. Such a clause will be helpful in resolving conflict situations.

Don't neglect to mention respect and care for the place and the environment: encourage 
residents to be responsible for all inhabitants of your area, both human and other beings.

The resident's responsibilities should include respectful treatment of the residency 
property. If the resident is provided with movable property (equipment, tools, etc.), this 
should also be documented in the acceptance contract. This way, in case of damage to 
the property due to the fault of the resident, it will be possible to apply for compensation.

If the residency programme implies the creation of an intellectual property object, this 
should be stated in the agreement, but the act of transferring the object or its property 
rights to the residency should be formalised in specific documents. These may include an 
author's agreement (an agreement commissioning the artwork from the artist), a 
purchase and sale agreement, an acceptance certificate, an agreement for the storage of 
an artwork for a certain period of time, or a licence agreement for the transfer of property 
rights to an intangible work. Please note that if your residency programme accepts 

artworks from residents, they should be put on the residency's balance sheet and require 
appropriate legal and accounting procedures. We advise you to negotiate non-exclusive 
property rights with your residents to keep your relations with them friendly. It will be an 
advantage for you if the artist uses their rights to an artwork created during their stay at 
your residency.

The agreement should also include the residency organiser’s obligation to ensure proper 
conditions for the resident's stay. The residency organiser may (but is not obliged to) 
assist residents in obtaining a visa, translation, and insurance. The agreement with the 
resident may specify assistance in obtaining a visa, but such support should only be 
offered if the residency organiser is ready to do this and there is a person on staff who 
can assist or provide guidance. When specifying any expenses in an agreement with a 
resident, you should take into account the tax consequences. For example, in order to 
pay a foreign resident an honorarium or other payments, they must obtain a tax number 
in Ukraine and open a bank account. When the residency organiser is a tax agent and 
pays taxes for foreign residents, it is essential to factor in additional payments for income 
and military taxes.

While staying in Ukraine, foreign residents are required to have a medical insurance 
policy. Thus, if a resident needs to visit a doctor, the insurance 
company will reimburse the costs. Pay close attention to the 
terms and conditions of such a policy, as all medical services 
for foreigners in Ukraine are paid.

Unfortunately, there is virtually no precedent for other 
insurance options. Insurance companies are reluctant to 
insure artworks, but if it is possible to conduct an appraisal, 
then in individual cases it is possible to sign an artwork 
insurance contract for the period of storage, exhibition, or 
transportation.

Under martial law, it is the resident's decision, and the 
resident’s decision alone, whether to participate in a residency 
programme in Ukraine, taking into account all the risks. At the 
same time, according to the general regulations of martial law, 
there must be a shelter near the residency location, and when 
holding public events, organisers must take into account 

restrictions on the number of people in the premises at the same time and the ability of 
evacuation. The security of residents can also be specified in the agreement.

And finally, don't forget that responsibility should always be mutual. While giving the 
residents the freedom to create without censorship, the organisers must support them in 
case of possible public conflicts, for example, when the result of the artist's work causes 
outrage among the audience. During this process, you may need to consult a lawyer or a 
psychologist, and you will have to work out a joint diplomatic solution to the situation. 
But in all cases, the resident should feel protected, not abandoned, by the organisation 
that invited them.

We have drafted a bilingual sample Residency Agreement to help you draft your 
agreement with a resident.

Communications
From the perspective of many donors and sponsors, the main criterion for the success of 
a project is its media output. This is one of the reasons why many residencies choose a 
format such as a final exhibition, screening, or other public presentation: this not only 
structures and guides the work of the residents but also is the point in the project when a 
wider audience can learn about the residency. No matter how small your residency 
programme is, you can't afford not to communicate it. At the same time, can the success 
of a residency really be determined by how many times it was written about in the media 
or how many likes these posts got? Can all communications be considered media 
coverage?

Every project is 90% communication: communication with the team, co-organisers, 
contractors, participants, etc. There are two types of communication: internal, within the 
team; and external, which includes communication with donors, partners, and the general 
public. This section focuses on external communication.

Communications are often thought to be something separate from the essence of the 
project. At the core there is the project, or the content part, which is the responsibility of 
the curator and/or artists, and then separately from this there is the project’s PR, which 
should be the responsibility of professionally trained communication managers. 
Technically, this may be true if you work in a large team with a dedicated PR department, 
but in most cases this approach does not work, since your communications are the only 

way the residency exists outside your team. Once again: for anyone who is not directly 
involved in your programme, your residency exists exclusively through the project 
communications that you conduct. Therefore, your residency communications do not 
start with the very first announcement of the open call but rather from the moment you 
choose a project name, develop a mission statement, and fill out the first funding 
application.

Communications are an integral aspect of the residency activities. Every email you send 
to potential or current partners, donors, or government officials is your public face. Every 
appearance you make as a representative of your residency programme at public events, 
even informal ones, adds to your image. That is why each team member is a 
communicator of the residency. Even in the development stage of the residency 
programme, curators, together with the communication managers or (if they are not 
available) on their own, should consider the target audience and design the public 
programme—lectures, discussions, artist talks, etc.—with this in mind. It is the curators, 
not the PR professionals, who should make sure that the concept of the residency and 
the description of the final project (if any) are clear and will be of interest to the 
audience.

Communications are not just about published articles or social media posts. They are also 
about your work with the local community, which often means whether your immediate 
neighbours know what you are doing and whether they like it. Communication with the 
community is critical. Truly successful residencies not only create a quality experience for 
their participants and organisers, they also contribute to the development of the local 
community. This is only possible if you actively involve the community in the residency 
activities: at least by inviting people to your events and introducing them to the residents, 
and ideally by involving them in the programme. This can be done in different ways: by 
surveying the locals about how the residency could contribute to improving the situation 
in the community (for example, by creating workshops for local children with the 
participation of residents); by inviting active community members to join the supervisory 
board or as consultants or volunteers; etc. 

It is your responsibility to ensure meaningful communication between the residents and 
the local community. As already mentioned, the residency location may be exotic to the 
residents and that may be what makes it attractive. This is normal at the beginning of the 
programme, but if the resident keeps perceiving the place as exotic—that is, foreign and 
unfamiliar, even though it is attractive—this is a sign of a communication failure. It is 
crucial to avoid isolating residents and to do so, you should schedule introductory visits 
to the residency for community members, as well as introduce residents to members of 
the professional community in your city, with the help of an interpreter if necessary. The 
more your community is involved in the residency life, the better it will understand its 
benefits and the more it will be responsive to its needs.

Thus, communication becomes a key element of the entire residency project. For this 
reason, you will need to start working on a communication strategy during the concept 
development stage of the project. From the very beginning, you have to answer three 
main questions: 

Defining your target audience (TA) will greatly influence your choice of communication 
channels. Please remember, you are not your target audience. Don't judge it based only 
on your own experience. You need to carefully study who your project is aimed at and 
develop a communication strategy based on the characteristics of each of the target 
audience groups. Your primary target audience will be potential participants of the 
residency programme; the following possible categories may include sponsors, patrons, 
donors (both current and future); media; professional community (artists, curators, 
critics, researchers, etc.); representatives of the local environment (residents, local 
authorities), etc.

Each target audience should have its key messages and communication channels. 
The key message should answer the three following questions:

Make sure that you have identified your target audience and specific key messages 
before you start defining communication channels and tools. Think carefully about 
whether your communication with each target audience will be direct (a coffee meeting, a 
press conference, communicating on social media) or through intermediaries (media, 
influencers, experts, and partners). What media will you use? Digital space (website, 
social media)? Tote bags, T-shirts, posters, flyers, etc.? Why is this particular medium 
efficient for your target audience? Where and how will they be placed and distributed?

To develop your communication strategy, you can use this simple chart:

Today, most communications have moved to social media. This is due to both its 
popularity and relative cheapness. Often, a substantial amount of the communications 
budget is invested in paid advertising on Facebook and other platforms, and while this 
form of communication can be efficient, it is by no means a silver bullet. It's worth 
remembering that without professional SMM managers who can properly target ads, 
using paid social media services is mostly a waste of money. Instead, traditional tools 
such as newsletters or even printed posters can have a much greater response if put in 
the right places. 

To reach out to the media, you don't necessarily need a dedicated PR person or a budget 
for paid publications. Cultural media, or thematic channels or groups on social media, are 
always in need of new content and looking for information about interesting projects, so 
your task is to bring them a story about your project that they may want to share. This 

story should be included in the press release. Here are some simple tips on how to create 
it:

Create your database of media contacts and individual journalists and update it once a 
year. Send personalised emails and do not overuse mass mailings of press releases if you 
do not want them to end up in the spam folder. Remember that people in the media are 
real, and they pay attention to how emails and press releases are written. The more care 
you show to the readers of your press release, the more likely you are to get it published. 
You will most likely need to adapt your press release for different media and platforms, so 
have a basic version on hand that is easy to make copies of, and that you can edit. Also, 
be ready to write the story about your residency yourself for publication in a format 
agreed upon with the media at their request.

Despite all this, social media is still an important, often primary, channel of 
communication with your audience. Try to post regularly on social media: even if it means 
one publication per month, it must be done on a monthly basis. When someone visits 
your social media page for the first time, the first thing that catches their eye is the latest 
publication in your feed, and if it is from last year, they immediately get the impression 
that your page is dead. Keep a calendar of publications where you plan what to post and 
when: this will help you turn SMM into a habit and keep in touch with your audience.

Remember that social media is about interaction. It's a common practice to include a call 
to action in your publications, as it makes it easier to engage your audience. 
Calls to action can be effective, but only if the content of the publication itself is 
engaging. For example, you might attempt to raise a controversial topic or activate a 
strong feeling such as nostalgia in your audience. Avoid automatically adding phrases like 
‘What do you think about this? Share your thoughts in the comments!’ This is perceived 
as a forced attempt to write something ‘in SMM style’. The audience should be engaged 

and attracted naturally through the content of your message. In 
other words, don't try to deceive your audience, and don't expect 
them to be excited about something that isn't exciting. All your 
communications should be honest and open. The best way to 
make your audience feel that you care about them is to answer 
all their questions in a timely manner in comments and 
messages, always be polite, tolerant, and show equal respect to 
all your readers.

And finally, a few words about donors. At every opportunity, 
don't forget to mention those who have supported your 
residency financially or in other ways. This applies to both 
sponsors and partners, volunteers, and all concerned members 
of your community who have contributed to the development of 
the residency. It is a common thing that grant agreements require 
that the logo of the donor or sponsor be included on all project 
communication materials and mentioned in the major project 
communications. This is the basic thing that you should never 
forget. But if you want to establish a long-term relationship with 
your donors, think how else you can express your gratitude: 
introduce them to the residents in person, hold a private closed 
opening before the public opening of an exhibition, give them a 
few copies of the final publication, create a dedicated 
publication about them on social media, etc. Such special 
attention—provided it is appropriate and unobtrusive—will not go 
unnoticed and will add points to your credibility with donors and 
sponsors.

Documentation and Reporting
The importance of documenting all your work cannot be 
overestimated. It may seem obvious: you need to take photos of 
your residents at work and during meetings, document the 
creation of their artworks, film the final exhibitions, and record 
all the residency activities in a narrative report. Yet, proper 
documentation of projects is still a big challenge in Ukraine. 
Because of this, we may never find out about any number of 

interesting residencies that have taken place in the past, but remain only in the memories 
of their participants.

Regardless of whether your residency is funded by a grant or you are doing everything 
independently, documentation and reporting are essential elements of the project’s 
implementation, and they are necessary primarily for you to successfully communicate 
the residency and institutional history. Documenting the process also allows you to 
integrate the experience you have gained as a team and avoid mistakes in the future. 
There is never enough time for this, especially when the residency is in full swing and lots 
of activities are happening, but the point is that you need to document everything during 
activities, not after that. Therefore, documentation should become part of your routine. If 
the residency programme lasts for several weeks (or even months) and is full of activities, 
you should make at least brief notes about what happened and when, while your memory 
is fresh: how many people came to a particular event (registration forms are the best way 
to do this), what places you took the residents to and when, whom you introduced them 
to, etc. This can be done at the end of each week, and this will make your life much easier 
when it comes to creating the final report.

As for photo and video documentation, much will depend on your resources. Large 
residencies usually hire professional production teams to make a short video about each 
resident, including interviews and documentation of their artistic work. You can plan this 
type of documentation from the very beginning, and allocate money for it in your budget. 
If this is not possible, you can arrange interviews with residents and post them in text 
form on your website or social media, or negotiate publication in the media. Invite a 
photographer and/or videographer to come to your location for a fee or as a volunteer to 
capture the residents' work at different stages, and then you can use the footage as you 
choose: post it in your stories, edit it into a final video, create an archive on your website, 
include it in your report, etc. If you have no opportunity to invite a dedicated person, 
choose someone in your team who knows how to use the camera on their phone—this will 
most likely be your communications manager—and include documentation of residency 
activities in their scope of work. This person can also visit the residents from time to time, 
shoot short videos, post them on your social media, and save them for the archive. 

If you plan a final exhibition or other presentation of the results of your residency, 
documentation is necessary, and it is extremely important to do it well. To document the 
exhibition, you should consult with experts who professionally document exhibitions and 
artworks. If this is not feasible, research websites of art galleries and residencies and pay 
attention to how they document their exhibitions. It is important to set up the light 

properly, take photos of each piece from several angles (up close, from the front at a right 
angle, and from a distance, in the environment), as well as take overview shots of the 
exhibition. We recommend that you have documentation of the exhibition both without 
people, so that all the artworks are clearly seen, and with visitors for communication 
purposes.

All of these steps will make it much easier for you to prepare your final report. If it is a 
report for a donor, it should show whether the stated goals of the project have been 
achieved and provide sources that can verify this information. Your report should 
compare the residency plan with what was actually implemented. Each donor has its own 
approved forms and reporting rules, but most of them will include a narrative or 
descriptive part, a media report, and a financial report. Some institutions may 
additionally request a report from an independent auditor. Read all the reporting 
requirements carefully before you start your project—this will save you a serious 
headache later.

Keep your reader in mind when writing a narrative report. Present the facts concisely, 
clearly, and consistently; do not overload your report with unnecessary information, but 
cover all the issues as required by the donor. Make sure that the donor does not have to 
get back to you for more details. A report written carelessly and hastily can lead to the 
termination of cooperation between you and the donor in the future. Keep in mind what 
is of value to you and do not forget to emphasise it in your report (ethical and 
environmental aspects: building sustainable relationships with the local community, etc.).

Be careful with the numbers, and not only in the financial part. Remember: your 
professional reputation depends on the accuracy of the information you provide. Under 
no circumstances should you submit false information in your report. If you have 
achieved less than planned, do not try to hide it, but explain in the report why it 
happened. Most donors understand that such situations can happen. However, if you are 
caught lying, it could put an end to your entire future career.

The media report should include information about audience outreach through all the 
channels you used. We have already mentioned offline event attendance counts above: 
try to track them during your residency. You can find all the statistics about your social 
media outreach (number of likes, views, interactions with your posts, etc.) in the page 
management area. Add information about the total number of posts about your project 
with screenshots of each of them, showing users' reactions and comments. To monitor 
the media, better create a separate file titled ‘clipping’ where you can collect links to all 

mentions of your project in the media. Remember to indicate the date of each 
publication, and the name of the media source, and take screenshots of each publication 
and/or save it as a PDF in case the page disappears or moves to another address. We 
recommend that you do media clipping throughout the project: once you see a new 
publication, add it to your file.

The financial report is usually prepared by the accountant, and to ensure that everything 
works well, organise your document flow so that there is always a person in the team who 
fills out logs, scans, and files primary documentation, and knows exactly where each 
contract, invoice and certificate is, as well as their saved copies. Remember that you have 
to keep most of the documents for at least 3 years, so make sure you have a dry place for 
them in your office that is protected from direct sunlight.
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and/or professional community. This also has its advantages when applying for grants: 
the application can describe straightaway the residents’ focus of interest, the themes to 
be covered, and the expected results. A nominated resident will have more time to get 
ready for the residency, and it will be easier for you to plan the project schedule; as a 
result, this will allow you to implement the residency programme more efficiently.

At the same time, you need to publicly communicate the criteria for your choice of artists 
to avoid possible criticism and accusations of elitism or nepotism. Also, keep in mind that 
being an invitation-only residency has practical disadvantages: for example, such 
residencies will not be accepted into Transartists, the largest network in the world.

Working only with invited artists, you also run the risk of being locked in your own bubble 
and missing out on new and interesting names that you may not even know of. That is 
why most residencies operate on an open call basis. You can have a year-round 
application process and review applications on a rolling basis; this option is suitable for 
individual residencies that are not tied to specific dates. Alternatively, you can hold open 
calls for group residencies that have a clear timeframe. 

Although an open call is by default a more democratic system for attracting residents 
than nomination, you need to make sure that the selection process is transparent and 
impartial. One way to achieve this is to involve independent experts in the evaluation. 
Keep in mind that inviting outside evaluators 
will require additional time to coordinate work 
schedules and a budget to pay for the experts’ 
work. Additionally, it should be noted that the 
presence of independent experts in the jury 
does not guarantee that the competition is 
transparent and impartial. The only real 
safeguard is a well-coordinated, rational, and 
transparently communicated evaluation 
system.

Develop an evaluation system with clearly 
defined criteria and an accurate scale. For 
example, ‘quality of artistic practice’ is a 
subjective evaluation criterion and cannot be 
the only or decisive factor in the selection 

process. If you are not ready to give this criterion up, you should balance it with other, 
more objective criteria, such as artist’s confirmed participation in professional projects in 
the relevant field; compliance of the artist’s practice with the specifics of your residency; 
letters of recommendation; convincing arguments in the motivation letter, etc. Although 
the evaluation of artistic practices can never be fully objective, try to minimise the factor 
of personal tastes and preferences.

When developing the evaluation scale, make sure that the different people who will be 
using it have the same understanding of the meaning of each grade and criteria. It is a 
good practice to create a small handbook for evaluators explaining the specifics of the 
residency programme, what artists you are looking for, and breaking down the evaluation 
criteria and the scale, clarifying what each score means. For example, you can set the 
criterion ‘how integrated the applicant’s practice is into the current institutional art field’ 
and evaluate it on a 4-point scale with the following breakdown: 4 points—the applicant 
has provided confirmation of participation in projects organised by national or municipal 
institutions and several mentions of their practice in professional media; 3 

points—confirmation of participation in projects of municipal or local scale and at least 
one mention in professional media; 2 points—confirmation of participation in at least one 
project; 1 point—no confirmation of participation in any projects. It is important that the 
evaluation criteria are clear not only to the evaluators but also to the applicants 
themselves, so you should publish them (perhaps in an abridged version) in the open call.

Don’t underestimate the value of interviewing the shortlisted finalists to get to know the 
people you are planning to host at your residency. This will give you a better 
understanding of how the artists will interact with others, and may prevent potential 
incidents. A chance to see each other before the residency begins, even through a video 
call, allows you to establish human contact with prospective residents, and is the first 
step in building a quality experience for all the residency participants. A video call can 
also be a good opportunity to show future residents around your residency space.

If some of the applicants did not get into the residency this year, but you really liked their 
applications, invite them to apply next year and keep in touch.

Logistics
It may sound banal but an essential part of organising any residency is making sure that 
the residents have a comfortable arrival, stay, and departure. Your programme may be of 
high curatorial quality, interesting, and useful, but the impression of it can be seriously 
spoiled by poorly organised logistics.

You should start taking care of travel issues as soon as the funding for the residency is 
confirmed. Book the tickets in advance, choosing options that allow changing dates or 
cancelling. If the residents are responsible for buying tickets, provide them with 
step-by-step instructions on how to get to the residency. This is especially true for 
foreigners: keep in mind that without knowing the local language it can be quite difficult 

to find your way around, so it is your responsibility as the organiser to make it as easy as 
possible for the residents. If you are able to meet the residents at the train station or 
airport and take them to the residency, this is the best option.

For the residencies located in remote places, it is necessary to provide a transfer for the 
residents. This can be a chartered bus or your own car if there are few residents, or if 
they do not arrive at the same time. If you organise a transfer through a contract service, 
it is best to make sure that not only a driver but also a residency representative meet the 
residents. 

Create an information sheet for the residents in English and your local language which 
you will send to them in a PDF before the residency starts and print it out so that they 
always have it at hand. Please include the following information:

Also, create an information sheet in your local language for foreign participants to carry 
with your contacts: whom to call in case a resident is detained by the police or has 
sudden health problems.

It is important to give new residents an introductory tour of the facilities and show them 
where to find things and how to use them: from the coffee machine to the photocopier. 
Where the washing machine with detergent is, where the vacuum cleaner, iron, or hair 
dryer are, where they can find clean bedsheets, etc. Such a tour is also a great 
opportunity to announce the general rules of the residency accommodation, such as 
washing your own dishes, sorting the rubbish, and silence after 11 pm (if applicable). 

If the residency takes place in a large city and is a long-term one, it makes sense to buy a 
public transportation pass for the residents. It is also a good practice to send out a 
newsletter at the beginning of the week with a list of the most interesting events in your 
area. If the residency is located in a village or a remote place, you should provide 
residents with options for getting to the nearest hospital, supermarket, and other more 
developed areas. If the participants will not be able to leave your location during the 
entire residency period and you will be responsible for buying food and other essential 
goods, you should inform all the residents in advance and clarify their dietary restrictions 
and possible special needs.

Interaction
A residency that hosts several people simultaneously creates a new micro-community 
that needs to be maintained. So, it is important that no one is left behind or feels 
unwelcome. Therefore, the first days of the residency programme should be dedicated to 
getting to residents getting to know one another and the team, as well as the activities to 
build your artistic community. Events should also be planned throughout the programme 
to facilitate communication (joint meals, parties, outings, etc.). Organise a presentation of 
the participants' artistic practices so that they understand each other’s backgrounds. This 
may encourage them to collaborate during the residency programme. A board with signed 
Polaroid photo portraits of the participants can be a great solution for integration and 
introduction. These photos can later be stored in a dedicated album.

Consider activities to integrate residents into the local community. You can do this 
through public events (lectures, artist talks, or workshops) and by inviting local experts 
(curators, artists, or researchers) to your venue. Be sure to schedule an individual meeting 
with the curator for each resident. Find out how you can be helpful, whom to connect 
with, and what places to visit in your location to deepen the residency research and agree 
on what results are expected from the residency programme.

It is not only the participants who make a residency artistic but also its content. Make 
sure that you have not only a comfortable workspace but also an interesting thematic 
library, a projector, and a screen for joint evening film screenings, board games, yoga 
mats, etc. A good thing to do is to decorate the space with artworks by residency alumni. 
This creates a sense of network and continuity.

Despite all the above activities and events, conflicts may occur during the residency 
programme, and it is your direct responsibility as the organiser to resolve them. If there is 
a conflict between the residents, be a mediator: talk to all parties involved in the conflict 
individually and try to hear all of them to find a compromise. Stay neutral and friendly to 
everyone. If necessary, engage a professional psychologist to help the residents.

If a conflict has occurred between you and a resident, it is crucial to resolve it before the 
programme ends, and if you fail to do so, do your best to ensure that the resident sees 
that you are willing to resolve the situation in a way that takes their interests into 
account. Never give residents the impression that you are indifferent to their needs. 
Unfortunately, a bad reputation spreads much faster than a good one.

If it is clear that the conflict was caused by one person and the situation is not critical, 
you can give them a yellow card and warn them that a red card will mean the end of your 
cooperation. When all possible methods of resolving the situation fail, terminating the 
toxic person's participation in the residency programme is the best solution. It is better to 
inform the resident about your decision in person, but this should also be indicated in an 
email. Agree on the time that the resident needs to pack and organise the logistics. If you 
have donors, be sure to inform them of the situation. Termination of the residency 
programme is an extreme measure that everyone tries to avoid, but sometimes it is the 
only way to keep other residents calm, save your property, and the nerves of everyone 
involved.

It is essential to get feedback from residents about their participation in your programme. 
You can do this in a variety of ways. For example, on the final day, organise a joint lunch 
and talk about the residency in a relaxed atmosphere. However, this approach has its 
disadvantages: what is said orally may be hard to document for further analysis in a 
team, and not all people are ready to share negative experiences openly in the presence 
of others. Therefore, it may be useful to survey the residents after the programme is over. 
Send participants an online form and ask them what they liked about the residency, what 
they found lacking, what to pay more attention to, etc. This approach also has its 
disadvantages: such requests can often remain unanswered as residents dive into their 

next projects. Whichever approach you choose, the most important thing is that you 
receive honest feedback and can work with your team to improve your residency 
programme in the future.

Responsibility
In Ukraine, it is still not always common for residents to sign a formal contract with the 
residency organiser, even though this is a standard practice in much of the Western 
world. This can lead to legal grey areas, abuses (on both sides), shifting of responsibility, 
and, in extreme cases, open conflicts and even litigation. Therefore, when planning and 
operating a residency, it is important not only to think in advance about what the 
residency organiser should be responsible for, but also to legally formalise the organisers’ 
rights and obligations within the framework of cooperation with residents. To do this, the 
residency organiser and the resident should sign an agreement that defines the mutual 
expectations of the parties (in particular, regarding the creation of artworks), the 
residency plan, and a list of rights and obligations for both parties. Such an agreement 
may also cover issues of professional ethics and communication, including how and when 
the resident should mention the residency programme in their public statements.

In your agreement, include a clause on the rules of conduct at the residency and a moral 
code that both participants and the programme organisers must adhere to. The code 
should be based on the principle of respect for human dignity and non-discrimination 
based on race, political, religious and other beliefs, gender, age, gender identity, disability, 
ethnic, or social origin, sexual orientation, marital and financial status, etc. Explicitly spell 
out the unacceptability of aggression, abusive language, sexual harassment, destructive 
behavior, etc. Such a clause will be helpful in resolving conflict situations.

Don't neglect to mention respect and care for the place and the environment: encourage 
residents to be responsible for all inhabitants of your area, both human and other beings.

The resident's responsibilities should include respectful treatment of the residency 
property. If the resident is provided with movable property (equipment, tools, etc.), this 
should also be documented in the acceptance contract. This way, in case of damage to 
the property due to the fault of the resident, it will be possible to apply for compensation.

If the residency programme implies the creation of an intellectual property object, this 
should be stated in the agreement, but the act of transferring the object or its property 
rights to the residency should be formalised in specific documents. These may include an 
author's agreement (an agreement commissioning the artwork from the artist), a 
purchase and sale agreement, an acceptance certificate, an agreement for the storage of 
an artwork for a certain period of time, or a licence agreement for the transfer of property 
rights to an intangible work. Please note that if your residency programme accepts 

artworks from residents, they should be put on the residency's balance sheet and require 
appropriate legal and accounting procedures. We advise you to negotiate non-exclusive 
property rights with your residents to keep your relations with them friendly. It will be an 
advantage for you if the artist uses their rights to an artwork created during their stay at 
your residency.

The agreement should also include the residency organiser’s obligation to ensure proper 
conditions for the resident's stay. The residency organiser may (but is not obliged to) 
assist residents in obtaining a visa, translation, and insurance. The agreement with the 
resident may specify assistance in obtaining a visa, but such support should only be 
offered if the residency organiser is ready to do this and there is a person on staff who 
can assist or provide guidance. When specifying any expenses in an agreement with a 
resident, you should take into account the tax consequences. For example, in order to 
pay a foreign resident an honorarium or other payments, they must obtain a tax number 
in Ukraine and open a bank account. When the residency organiser is a tax agent and 
pays taxes for foreign residents, it is essential to factor in additional payments for income 
and military taxes.

While staying in Ukraine, foreign residents are required to have a medical insurance 
policy. Thus, if a resident needs to visit a doctor, the insurance 
company will reimburse the costs. Pay close attention to the 
terms and conditions of such a policy, as all medical services 
for foreigners in Ukraine are paid.

Unfortunately, there is virtually no precedent for other 
insurance options. Insurance companies are reluctant to 
insure artworks, but if it is possible to conduct an appraisal, 
then in individual cases it is possible to sign an artwork 
insurance contract for the period of storage, exhibition, or 
transportation.

Under martial law, it is the resident's decision, and the 
resident’s decision alone, whether to participate in a residency 
programme in Ukraine, taking into account all the risks. At the 
same time, according to the general regulations of martial law, 
there must be a shelter near the residency location, and when 
holding public events, organisers must take into account 

restrictions on the number of people in the premises at the same time and the ability of 
evacuation. The security of residents can also be specified in the agreement.

And finally, don't forget that responsibility should always be mutual. While giving the 
residents the freedom to create without censorship, the organisers must support them in 
case of possible public conflicts, for example, when the result of the artist's work causes 
outrage among the audience. During this process, you may need to consult a lawyer or a 
psychologist, and you will have to work out a joint diplomatic solution to the situation. 
But in all cases, the resident should feel protected, not abandoned, by the organisation 
that invited them.

We have drafted a bilingual sample Residency Agreement to help you draft your 
agreement with a resident.

Communications
From the perspective of many donors and sponsors, the main criterion for the success of 
a project is its media output. This is one of the reasons why many residencies choose a 
format such as a final exhibition, screening, or other public presentation: this not only 
structures and guides the work of the residents but also is the point in the project when a 
wider audience can learn about the residency. No matter how small your residency 
programme is, you can't afford not to communicate it. At the same time, can the success 
of a residency really be determined by how many times it was written about in the media 
or how many likes these posts got? Can all communications be considered media 
coverage?

Every project is 90% communication: communication with the team, co-organisers, 
contractors, participants, etc. There are two types of communication: internal, within the 
team; and external, which includes communication with donors, partners, and the general 
public. This section focuses on external communication.

Communications are often thought to be something separate from the essence of the 
project. At the core there is the project, or the content part, which is the responsibility of 
the curator and/or artists, and then separately from this there is the project’s PR, which 
should be the responsibility of professionally trained communication managers. 
Technically, this may be true if you work in a large team with a dedicated PR department, 
but in most cases this approach does not work, since your communications are the only 

If artworks were created during 
the residency programme, be 
sure to include in your 
agreement with the artist a 
requirement to always mention 
‘The artwork was created 
during the _____ residency 
programme’. This applies to 
mentioning your residency not 
only in the description of the 
artwork at exhibitions but also 
in publications in the media 
and social networks. This will 
contribute to better visibility of 
your residency programme.

Mentioning 
the residency

way the residency exists outside your team. Once again: for anyone who is not directly 
involved in your programme, your residency exists exclusively through the project 
communications that you conduct. Therefore, your residency communications do not 
start with the very first announcement of the open call but rather from the moment you 
choose a project name, develop a mission statement, and fill out the first funding 
application.

Communications are an integral aspect of the residency activities. Every email you send 
to potential or current partners, donors, or government officials is your public face. Every 
appearance you make as a representative of your residency programme at public events, 
even informal ones, adds to your image. That is why each team member is a 
communicator of the residency. Even in the development stage of the residency 
programme, curators, together with the communication managers or (if they are not 
available) on their own, should consider the target audience and design the public 
programme—lectures, discussions, artist talks, etc.—with this in mind. It is the curators, 
not the PR professionals, who should make sure that the concept of the residency and 
the description of the final project (if any) are clear and will be of interest to the 
audience.

Communications are not just about published articles or social media posts. They are also 
about your work with the local community, which often means whether your immediate 
neighbours know what you are doing and whether they like it. Communication with the 
community is critical. Truly successful residencies not only create a quality experience for 
their participants and organisers, they also contribute to the development of the local 
community. This is only possible if you actively involve the community in the residency 
activities: at least by inviting people to your events and introducing them to the residents, 
and ideally by involving them in the programme. This can be done in different ways: by 
surveying the locals about how the residency could contribute to improving the situation 
in the community (for example, by creating workshops for local children with the 
participation of residents); by inviting active community members to join the supervisory 
board or as consultants or volunteers; etc. 

It is your responsibility to ensure meaningful communication between the residents and 
the local community. As already mentioned, the residency location may be exotic to the 
residents and that may be what makes it attractive. This is normal at the beginning of the 
programme, but if the resident keeps perceiving the place as exotic—that is, foreign and 
unfamiliar, even though it is attractive—this is a sign of a communication failure. It is 
crucial to avoid isolating residents and to do so, you should schedule introductory visits 
to the residency for community members, as well as introduce residents to members of 
the professional community in your city, with the help of an interpreter if necessary. The 
more your community is involved in the residency life, the better it will understand its 
benefits and the more it will be responsive to its needs.

Thus, communication becomes a key element of the entire residency project. For this 
reason, you will need to start working on a communication strategy during the concept 
development stage of the project. From the very beginning, you have to answer three 
main questions: 

Defining your target audience (TA) will greatly influence your choice of communication 
channels. Please remember, you are not your target audience. Don't judge it based only 
on your own experience. You need to carefully study who your project is aimed at and 
develop a communication strategy based on the characteristics of each of the target 
audience groups. Your primary target audience will be potential participants of the 
residency programme; the following possible categories may include sponsors, patrons, 
donors (both current and future); media; professional community (artists, curators, 
critics, researchers, etc.); representatives of the local environment (residents, local 
authorities), etc.

Each target audience should have its key messages and communication channels. 
The key message should answer the three following questions:

Make sure that you have identified your target audience and specific key messages 
before you start defining communication channels and tools. Think carefully about 
whether your communication with each target audience will be direct (a coffee meeting, a 
press conference, communicating on social media) or through intermediaries (media, 
influencers, experts, and partners). What media will you use? Digital space (website, 
social media)? Tote bags, T-shirts, posters, flyers, etc.? Why is this particular medium 
efficient for your target audience? Where and how will they be placed and distributed?

To develop your communication strategy, you can use this simple chart:

Today, most communications have moved to social media. This is due to both its 
popularity and relative cheapness. Often, a substantial amount of the communications 
budget is invested in paid advertising on Facebook and other platforms, and while this 
form of communication can be efficient, it is by no means a silver bullet. It's worth 
remembering that without professional SMM managers who can properly target ads, 
using paid social media services is mostly a waste of money. Instead, traditional tools 
such as newsletters or even printed posters can have a much greater response if put in 
the right places. 

To reach out to the media, you don't necessarily need a dedicated PR person or a budget 
for paid publications. Cultural media, or thematic channels or groups on social media, are 
always in need of new content and looking for information about interesting projects, so 
your task is to bring them a story about your project that they may want to share. This 

story should be included in the press release. Here are some simple tips on how to create 
it:

Create your database of media contacts and individual journalists and update it once a 
year. Send personalised emails and do not overuse mass mailings of press releases if you 
do not want them to end up in the spam folder. Remember that people in the media are 
real, and they pay attention to how emails and press releases are written. The more care 
you show to the readers of your press release, the more likely you are to get it published. 
You will most likely need to adapt your press release for different media and platforms, so 
have a basic version on hand that is easy to make copies of, and that you can edit. Also, 
be ready to write the story about your residency yourself for publication in a format 
agreed upon with the media at their request.

Despite all this, social media is still an important, often primary, channel of 
communication with your audience. Try to post regularly on social media: even if it means 
one publication per month, it must be done on a monthly basis. When someone visits 
your social media page for the first time, the first thing that catches their eye is the latest 
publication in your feed, and if it is from last year, they immediately get the impression 
that your page is dead. Keep a calendar of publications where you plan what to post and 
when: this will help you turn SMM into a habit and keep in touch with your audience.

Remember that social media is about interaction. It's a common practice to include a call 
to action in your publications, as it makes it easier to engage your audience. 
Calls to action can be effective, but only if the content of the publication itself is 
engaging. For example, you might attempt to raise a controversial topic or activate a 
strong feeling such as nostalgia in your audience. Avoid automatically adding phrases like 
‘What do you think about this? Share your thoughts in the comments!’ This is perceived 
as a forced attempt to write something ‘in SMM style’. The audience should be engaged 

and attracted naturally through the content of your message. In 
other words, don't try to deceive your audience, and don't expect 
them to be excited about something that isn't exciting. All your 
communications should be honest and open. The best way to 
make your audience feel that you care about them is to answer 
all their questions in a timely manner in comments and 
messages, always be polite, tolerant, and show equal respect to 
all your readers.

And finally, a few words about donors. At every opportunity, 
don't forget to mention those who have supported your 
residency financially or in other ways. This applies to both 
sponsors and partners, volunteers, and all concerned members 
of your community who have contributed to the development of 
the residency. It is a common thing that grant agreements require 
that the logo of the donor or sponsor be included on all project 
communication materials and mentioned in the major project 
communications. This is the basic thing that you should never 
forget. But if you want to establish a long-term relationship with 
your donors, think how else you can express your gratitude: 
introduce them to the residents in person, hold a private closed 
opening before the public opening of an exhibition, give them a 
few copies of the final publication, create a dedicated 
publication about them on social media, etc. Such special 
attention—provided it is appropriate and unobtrusive—will not go 
unnoticed and will add points to your credibility with donors and 
sponsors.

Documentation and Reporting
The importance of documenting all your work cannot be 
overestimated. It may seem obvious: you need to take photos of 
your residents at work and during meetings, document the 
creation of their artworks, film the final exhibitions, and record 
all the residency activities in a narrative report. Yet, proper 
documentation of projects is still a big challenge in Ukraine. 
Because of this, we may never find out about any number of 

interesting residencies that have taken place in the past, but remain only in the memories 
of their participants.

Regardless of whether your residency is funded by a grant or you are doing everything 
independently, documentation and reporting are essential elements of the project’s 
implementation, and they are necessary primarily for you to successfully communicate 
the residency and institutional history. Documenting the process also allows you to 
integrate the experience you have gained as a team and avoid mistakes in the future. 
There is never enough time for this, especially when the residency is in full swing and lots 
of activities are happening, but the point is that you need to document everything during 
activities, not after that. Therefore, documentation should become part of your routine. If 
the residency programme lasts for several weeks (or even months) and is full of activities, 
you should make at least brief notes about what happened and when, while your memory 
is fresh: how many people came to a particular event (registration forms are the best way 
to do this), what places you took the residents to and when, whom you introduced them 
to, etc. This can be done at the end of each week, and this will make your life much easier 
when it comes to creating the final report.

As for photo and video documentation, much will depend on your resources. Large 
residencies usually hire professional production teams to make a short video about each 
resident, including interviews and documentation of their artistic work. You can plan this 
type of documentation from the very beginning, and allocate money for it in your budget. 
If this is not possible, you can arrange interviews with residents and post them in text 
form on your website or social media, or negotiate publication in the media. Invite a 
photographer and/or videographer to come to your location for a fee or as a volunteer to 
capture the residents' work at different stages, and then you can use the footage as you 
choose: post it in your stories, edit it into a final video, create an archive on your website, 
include it in your report, etc. If you have no opportunity to invite a dedicated person, 
choose someone in your team who knows how to use the camera on their phone—this will 
most likely be your communications manager—and include documentation of residency 
activities in their scope of work. This person can also visit the residents from time to time, 
shoot short videos, post them on your social media, and save them for the archive. 

If you plan a final exhibition or other presentation of the results of your residency, 
documentation is necessary, and it is extremely important to do it well. To document the 
exhibition, you should consult with experts who professionally document exhibitions and 
artworks. If this is not feasible, research websites of art galleries and residencies and pay 
attention to how they document their exhibitions. It is important to set up the light 

properly, take photos of each piece from several angles (up close, from the front at a right 
angle, and from a distance, in the environment), as well as take overview shots of the 
exhibition. We recommend that you have documentation of the exhibition both without 
people, so that all the artworks are clearly seen, and with visitors for communication 
purposes.

All of these steps will make it much easier for you to prepare your final report. If it is a 
report for a donor, it should show whether the stated goals of the project have been 
achieved and provide sources that can verify this information. Your report should 
compare the residency plan with what was actually implemented. Each donor has its own 
approved forms and reporting rules, but most of them will include a narrative or 
descriptive part, a media report, and a financial report. Some institutions may 
additionally request a report from an independent auditor. Read all the reporting 
requirements carefully before you start your project—this will save you a serious 
headache later.

Keep your reader in mind when writing a narrative report. Present the facts concisely, 
clearly, and consistently; do not overload your report with unnecessary information, but 
cover all the issues as required by the donor. Make sure that the donor does not have to 
get back to you for more details. A report written carelessly and hastily can lead to the 
termination of cooperation between you and the donor in the future. Keep in mind what 
is of value to you and do not forget to emphasise it in your report (ethical and 
environmental aspects: building sustainable relationships with the local community, etc.).

Be careful with the numbers, and not only in the financial part. Remember: your 
professional reputation depends on the accuracy of the information you provide. Under 
no circumstances should you submit false information in your report. If you have 
achieved less than planned, do not try to hide it, but explain in the report why it 
happened. Most donors understand that such situations can happen. However, if you are 
caught lying, it could put an end to your entire future career.

The media report should include information about audience outreach through all the 
channels you used. We have already mentioned offline event attendance counts above: 
try to track them during your residency. You can find all the statistics about your social 
media outreach (number of likes, views, interactions with your posts, etc.) in the page 
management area. Add information about the total number of posts about your project 
with screenshots of each of them, showing users' reactions and comments. To monitor 
the media, better create a separate file titled ‘clipping’ where you can collect links to all 

mentions of your project in the media. Remember to indicate the date of each 
publication, and the name of the media source, and take screenshots of each publication 
and/or save it as a PDF in case the page disappears or moves to another address. We 
recommend that you do media clipping throughout the project: once you see a new 
publication, add it to your file.

The financial report is usually prepared by the accountant, and to ensure that everything 
works well, organise your document flow so that there is always a person in the team who 
fills out logs, scans, and files primary documentation, and knows exactly where each 
contract, invoice and certificate is, as well as their saved copies. Remember that you have 
to keep most of the documents for at least 3 years, so make sure you have a dry place for 
them in your office that is protected from direct sunlight.
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and/or professional community. This also has its advantages when applying for grants: 
the application can describe straightaway the residents’ focus of interest, the themes to 
be covered, and the expected results. A nominated resident will have more time to get 
ready for the residency, and it will be easier for you to plan the project schedule; as a 
result, this will allow you to implement the residency programme more efficiently.

At the same time, you need to publicly communicate the criteria for your choice of artists 
to avoid possible criticism and accusations of elitism or nepotism. Also, keep in mind that 
being an invitation-only residency has practical disadvantages: for example, such 
residencies will not be accepted into Transartists, the largest network in the world.

Working only with invited artists, you also run the risk of being locked in your own bubble 
and missing out on new and interesting names that you may not even know of. That is 
why most residencies operate on an open call basis. You can have a year-round 
application process and review applications on a rolling basis; this option is suitable for 
individual residencies that are not tied to specific dates. Alternatively, you can hold open 
calls for group residencies that have a clear timeframe. 

Although an open call is by default a more democratic system for attracting residents 
than nomination, you need to make sure that the selection process is transparent and 
impartial. One way to achieve this is to involve independent experts in the evaluation. 
Keep in mind that inviting outside evaluators 
will require additional time to coordinate work 
schedules and a budget to pay for the experts’ 
work. Additionally, it should be noted that the 
presence of independent experts in the jury 
does not guarantee that the competition is 
transparent and impartial. The only real 
safeguard is a well-coordinated, rational, and 
transparently communicated evaluation 
system.

Develop an evaluation system with clearly 
defined criteria and an accurate scale. For 
example, ‘quality of artistic practice’ is a 
subjective evaluation criterion and cannot be 
the only or decisive factor in the selection 

process. If you are not ready to give this criterion up, you should balance it with other, 
more objective criteria, such as artist’s confirmed participation in professional projects in 
the relevant field; compliance of the artist’s practice with the specifics of your residency; 
letters of recommendation; convincing arguments in the motivation letter, etc. Although 
the evaluation of artistic practices can never be fully objective, try to minimise the factor 
of personal tastes and preferences.

When developing the evaluation scale, make sure that the different people who will be 
using it have the same understanding of the meaning of each grade and criteria. It is a 
good practice to create a small handbook for evaluators explaining the specifics of the 
residency programme, what artists you are looking for, and breaking down the evaluation 
criteria and the scale, clarifying what each score means. For example, you can set the 
criterion ‘how integrated the applicant’s practice is into the current institutional art field’ 
and evaluate it on a 4-point scale with the following breakdown: 4 points—the applicant 
has provided confirmation of participation in projects organised by national or municipal 
institutions and several mentions of their practice in professional media; 3 

points—confirmation of participation in projects of municipal or local scale and at least 
one mention in professional media; 2 points—confirmation of participation in at least one 
project; 1 point—no confirmation of participation in any projects. It is important that the 
evaluation criteria are clear not only to the evaluators but also to the applicants 
themselves, so you should publish them (perhaps in an abridged version) in the open call.

Don’t underestimate the value of interviewing the shortlisted finalists to get to know the 
people you are planning to host at your residency. This will give you a better 
understanding of how the artists will interact with others, and may prevent potential 
incidents. A chance to see each other before the residency begins, even through a video 
call, allows you to establish human contact with prospective residents, and is the first 
step in building a quality experience for all the residency participants. A video call can 
also be a good opportunity to show future residents around your residency space.

If some of the applicants did not get into the residency this year, but you really liked their 
applications, invite them to apply next year and keep in touch.

Logistics
It may sound banal but an essential part of organising any residency is making sure that 
the residents have a comfortable arrival, stay, and departure. Your programme may be of 
high curatorial quality, interesting, and useful, but the impression of it can be seriously 
spoiled by poorly organised logistics.

You should start taking care of travel issues as soon as the funding for the residency is 
confirmed. Book the tickets in advance, choosing options that allow changing dates or 
cancelling. If the residents are responsible for buying tickets, provide them with 
step-by-step instructions on how to get to the residency. This is especially true for 
foreigners: keep in mind that without knowing the local language it can be quite difficult 

to find your way around, so it is your responsibility as the organiser to make it as easy as 
possible for the residents. If you are able to meet the residents at the train station or 
airport and take them to the residency, this is the best option.

For the residencies located in remote places, it is necessary to provide a transfer for the 
residents. This can be a chartered bus or your own car if there are few residents, or if 
they do not arrive at the same time. If you organise a transfer through a contract service, 
it is best to make sure that not only a driver but also a residency representative meet the 
residents. 

Create an information sheet for the residents in English and your local language which 
you will send to them in a PDF before the residency starts and print it out so that they 
always have it at hand. Please include the following information:

Also, create an information sheet in your local language for foreign participants to carry 
with your contacts: whom to call in case a resident is detained by the police or has 
sudden health problems.

It is important to give new residents an introductory tour of the facilities and show them 
where to find things and how to use them: from the coffee machine to the photocopier. 
Where the washing machine with detergent is, where the vacuum cleaner, iron, or hair 
dryer are, where they can find clean bedsheets, etc. Such a tour is also a great 
opportunity to announce the general rules of the residency accommodation, such as 
washing your own dishes, sorting the rubbish, and silence after 11 pm (if applicable). 

If the residency takes place in a large city and is a long-term one, it makes sense to buy a 
public transportation pass for the residents. It is also a good practice to send out a 
newsletter at the beginning of the week with a list of the most interesting events in your 
area. If the residency is located in a village or a remote place, you should provide 
residents with options for getting to the nearest hospital, supermarket, and other more 
developed areas. If the participants will not be able to leave your location during the 
entire residency period and you will be responsible for buying food and other essential 
goods, you should inform all the residents in advance and clarify their dietary restrictions 
and possible special needs.

Interaction
A residency that hosts several people simultaneously creates a new micro-community 
that needs to be maintained. So, it is important that no one is left behind or feels 
unwelcome. Therefore, the first days of the residency programme should be dedicated to 
getting to residents getting to know one another and the team, as well as the activities to 
build your artistic community. Events should also be planned throughout the programme 
to facilitate communication (joint meals, parties, outings, etc.). Organise a presentation of 
the participants' artistic practices so that they understand each other’s backgrounds. This 
may encourage them to collaborate during the residency programme. A board with signed 
Polaroid photo portraits of the participants can be a great solution for integration and 
introduction. These photos can later be stored in a dedicated album.

Consider activities to integrate residents into the local community. You can do this 
through public events (lectures, artist talks, or workshops) and by inviting local experts 
(curators, artists, or researchers) to your venue. Be sure to schedule an individual meeting 
with the curator for each resident. Find out how you can be helpful, whom to connect 
with, and what places to visit in your location to deepen the residency research and agree 
on what results are expected from the residency programme.

It is not only the participants who make a residency artistic but also its content. Make 
sure that you have not only a comfortable workspace but also an interesting thematic 
library, a projector, and a screen for joint evening film screenings, board games, yoga 
mats, etc. A good thing to do is to decorate the space with artworks by residency alumni. 
This creates a sense of network and continuity.

Despite all the above activities and events, conflicts may occur during the residency 
programme, and it is your direct responsibility as the organiser to resolve them. If there is 
a conflict between the residents, be a mediator: talk to all parties involved in the conflict 
individually and try to hear all of them to find a compromise. Stay neutral and friendly to 
everyone. If necessary, engage a professional psychologist to help the residents.

If a conflict has occurred between you and a resident, it is crucial to resolve it before the 
programme ends, and if you fail to do so, do your best to ensure that the resident sees 
that you are willing to resolve the situation in a way that takes their interests into 
account. Never give residents the impression that you are indifferent to their needs. 
Unfortunately, a bad reputation spreads much faster than a good one.

If it is clear that the conflict was caused by one person and the situation is not critical, 
you can give them a yellow card and warn them that a red card will mean the end of your 
cooperation. When all possible methods of resolving the situation fail, terminating the 
toxic person's participation in the residency programme is the best solution. It is better to 
inform the resident about your decision in person, but this should also be indicated in an 
email. Agree on the time that the resident needs to pack and organise the logistics. If you 
have donors, be sure to inform them of the situation. Termination of the residency 
programme is an extreme measure that everyone tries to avoid, but sometimes it is the 
only way to keep other residents calm, save your property, and the nerves of everyone 
involved.

It is essential to get feedback from residents about their participation in your programme. 
You can do this in a variety of ways. For example, on the final day, organise a joint lunch 
and talk about the residency in a relaxed atmosphere. However, this approach has its 
disadvantages: what is said orally may be hard to document for further analysis in a 
team, and not all people are ready to share negative experiences openly in the presence 
of others. Therefore, it may be useful to survey the residents after the programme is over. 
Send participants an online form and ask them what they liked about the residency, what 
they found lacking, what to pay more attention to, etc. This approach also has its 
disadvantages: such requests can often remain unanswered as residents dive into their 

next projects. Whichever approach you choose, the most important thing is that you 
receive honest feedback and can work with your team to improve your residency 
programme in the future.

Responsibility
In Ukraine, it is still not always common for residents to sign a formal contract with the 
residency organiser, even though this is a standard practice in much of the Western 
world. This can lead to legal grey areas, abuses (on both sides), shifting of responsibility, 
and, in extreme cases, open conflicts and even litigation. Therefore, when planning and 
operating a residency, it is important not only to think in advance about what the 
residency organiser should be responsible for, but also to legally formalise the organisers’ 
rights and obligations within the framework of cooperation with residents. To do this, the 
residency organiser and the resident should sign an agreement that defines the mutual 
expectations of the parties (in particular, regarding the creation of artworks), the 
residency plan, and a list of rights and obligations for both parties. Such an agreement 
may also cover issues of professional ethics and communication, including how and when 
the resident should mention the residency programme in their public statements.

In your agreement, include a clause on the rules of conduct at the residency and a moral 
code that both participants and the programme organisers must adhere to. The code 
should be based on the principle of respect for human dignity and non-discrimination 
based on race, political, religious and other beliefs, gender, age, gender identity, disability, 
ethnic, or social origin, sexual orientation, marital and financial status, etc. Explicitly spell 
out the unacceptability of aggression, abusive language, sexual harassment, destructive 
behavior, etc. Such a clause will be helpful in resolving conflict situations.

Don't neglect to mention respect and care for the place and the environment: encourage 
residents to be responsible for all inhabitants of your area, both human and other beings.

The resident's responsibilities should include respectful treatment of the residency 
property. If the resident is provided with movable property (equipment, tools, etc.), this 
should also be documented in the acceptance contract. This way, in case of damage to 
the property due to the fault of the resident, it will be possible to apply for compensation.

If the residency programme implies the creation of an intellectual property object, this 
should be stated in the agreement, but the act of transferring the object or its property 
rights to the residency should be formalised in specific documents. These may include an 
author's agreement (an agreement commissioning the artwork from the artist), a 
purchase and sale agreement, an acceptance certificate, an agreement for the storage of 
an artwork for a certain period of time, or a licence agreement for the transfer of property 
rights to an intangible work. Please note that if your residency programme accepts 

artworks from residents, they should be put on the residency's balance sheet and require 
appropriate legal and accounting procedures. We advise you to negotiate non-exclusive 
property rights with your residents to keep your relations with them friendly. It will be an 
advantage for you if the artist uses their rights to an artwork created during their stay at 
your residency.

The agreement should also include the residency organiser’s obligation to ensure proper 
conditions for the resident's stay. The residency organiser may (but is not obliged to) 
assist residents in obtaining a visa, translation, and insurance. The agreement with the 
resident may specify assistance in obtaining a visa, but such support should only be 
offered if the residency organiser is ready to do this and there is a person on staff who 
can assist or provide guidance. When specifying any expenses in an agreement with a 
resident, you should take into account the tax consequences. For example, in order to 
pay a foreign resident an honorarium or other payments, they must obtain a tax number 
in Ukraine and open a bank account. When the residency organiser is a tax agent and 
pays taxes for foreign residents, it is essential to factor in additional payments for income 
and military taxes.

While staying in Ukraine, foreign residents are required to have a medical insurance 
policy. Thus, if a resident needs to visit a doctor, the insurance 
company will reimburse the costs. Pay close attention to the 
terms and conditions of such a policy, as all medical services 
for foreigners in Ukraine are paid.

Unfortunately, there is virtually no precedent for other 
insurance options. Insurance companies are reluctant to 
insure artworks, but if it is possible to conduct an appraisal, 
then in individual cases it is possible to sign an artwork 
insurance contract for the period of storage, exhibition, or 
transportation.

Under martial law, it is the resident's decision, and the 
resident’s decision alone, whether to participate in a residency 
programme in Ukraine, taking into account all the risks. At the 
same time, according to the general regulations of martial law, 
there must be a shelter near the residency location, and when 
holding public events, organisers must take into account 

restrictions on the number of people in the premises at the same time and the ability of 
evacuation. The security of residents can also be specified in the agreement.

And finally, don't forget that responsibility should always be mutual. While giving the 
residents the freedom to create without censorship, the organisers must support them in 
case of possible public conflicts, for example, when the result of the artist's work causes 
outrage among the audience. During this process, you may need to consult a lawyer or a 
psychologist, and you will have to work out a joint diplomatic solution to the situation. 
But in all cases, the resident should feel protected, not abandoned, by the organisation 
that invited them.

We have drafted a bilingual sample Residency Agreement to help you draft your 
agreement with a resident.

Communications
From the perspective of many donors and sponsors, the main criterion for the success of 
a project is its media output. This is one of the reasons why many residencies choose a 
format such as a final exhibition, screening, or other public presentation: this not only 
structures and guides the work of the residents but also is the point in the project when a 
wider audience can learn about the residency. No matter how small your residency 
programme is, you can't afford not to communicate it. At the same time, can the success 
of a residency really be determined by how many times it was written about in the media 
or how many likes these posts got? Can all communications be considered media 
coverage?

Every project is 90% communication: communication with the team, co-organisers, 
contractors, participants, etc. There are two types of communication: internal, within the 
team; and external, which includes communication with donors, partners, and the general 
public. This section focuses on external communication.

Communications are often thought to be something separate from the essence of the 
project. At the core there is the project, or the content part, which is the responsibility of 
the curator and/or artists, and then separately from this there is the project’s PR, which 
should be the responsibility of professionally trained communication managers. 
Technically, this may be true if you work in a large team with a dedicated PR department, 
but in most cases this approach does not work, since your communications are the only 

way the residency exists outside your team. Once again: for anyone who is not directly 
involved in your programme, your residency exists exclusively through the project 
communications that you conduct. Therefore, your residency communications do not 
start with the very first announcement of the open call but rather from the moment you 
choose a project name, develop a mission statement, and fill out the first funding 
application.

Communications are an integral aspect of the residency activities. Every email you send 
to potential or current partners, donors, or government officials is your public face. Every 
appearance you make as a representative of your residency programme at public events, 
even informal ones, adds to your image. That is why each team member is a 
communicator of the residency. Even in the development stage of the residency 
programme, curators, together with the communication managers or (if they are not 
available) on their own, should consider the target audience and design the public 
programme—lectures, discussions, artist talks, etc.—with this in mind. It is the curators, 
not the PR professionals, who should make sure that the concept of the residency and 
the description of the final project (if any) are clear and will be of interest to the 
audience.

Communications are not just about published articles or social media posts. They are also 
about your work with the local community, which often means whether your immediate 
neighbours know what you are doing and whether they like it. Communication with the 
community is critical. Truly successful residencies not only create a quality experience for 
their participants and organisers, they also contribute to the development of the local 
community. This is only possible if you actively involve the community in the residency 
activities: at least by inviting people to your events and introducing them to the residents, 
and ideally by involving them in the programme. This can be done in different ways: by 
surveying the locals about how the residency could contribute to improving the situation 
in the community (for example, by creating workshops for local children with the 
participation of residents); by inviting active community members to join the supervisory 
board or as consultants or volunteers; etc. 

It is your responsibility to ensure meaningful communication between the residents and 
the local community. As already mentioned, the residency location may be exotic to the 
residents and that may be what makes it attractive. This is normal at the beginning of the 
programme, but if the resident keeps perceiving the place as exotic—that is, foreign and 
unfamiliar, even though it is attractive—this is a sign of a communication failure. It is 
crucial to avoid isolating residents and to do so, you should schedule introductory visits 
to the residency for community members, as well as introduce residents to members of 
the professional community in your city, with the help of an interpreter if necessary. The 
more your community is involved in the residency life, the better it will understand its 
benefits and the more it will be responsive to its needs.

Thus, communication becomes a key element of the entire residency project. For this 
reason, you will need to start working on a communication strategy during the concept 
development stage of the project. From the very beginning, you have to answer three 
main questions: 

Defining your target audience (TA) will greatly influence your choice of communication 
channels. Please remember, you are not your target audience. Don't judge it based only 
on your own experience. You need to carefully study who your project is aimed at and 
develop a communication strategy based on the characteristics of each of the target 
audience groups. Your primary target audience will be potential participants of the 
residency programme; the following possible categories may include sponsors, patrons, 
donors (both current and future); media; professional community (artists, curators, 
critics, researchers, etc.); representatives of the local environment (residents, local 
authorities), etc.

Each target audience should have its key messages and communication channels. 
The key message should answer the three following questions:

Make sure that you have identified your target audience and specific key messages 
before you start defining communication channels and tools. Think carefully about 
whether your communication with each target audience will be direct (a coffee meeting, a 
press conference, communicating on social media) or through intermediaries (media, 
influencers, experts, and partners). What media will you use? Digital space (website, 
social media)? Tote bags, T-shirts, posters, flyers, etc.? Why is this particular medium 
efficient for your target audience? Where and how will they be placed and distributed?

To develop your communication strategy, you can use this simple chart:

Today, most communications have moved to social media. This is due to both its 
popularity and relative cheapness. Often, a substantial amount of the communications 
budget is invested in paid advertising on Facebook and other platforms, and while this 
form of communication can be efficient, it is by no means a silver bullet. It's worth 
remembering that without professional SMM managers who can properly target ads, 
using paid social media services is mostly a waste of money. Instead, traditional tools 
such as newsletters or even printed posters can have a much greater response if put in 
the right places. 

To reach out to the media, you don't necessarily need a dedicated PR person or a budget 
for paid publications. Cultural media, or thematic channels or groups on social media, are 
always in need of new content and looking for information about interesting projects, so 
your task is to bring them a story about your project that they may want to share. This 

story should be included in the press release. Here are some simple tips on how to create 
it:

Create your database of media contacts and individual journalists and update it once a 
year. Send personalised emails and do not overuse mass mailings of press releases if you 
do not want them to end up in the spam folder. Remember that people in the media are 
real, and they pay attention to how emails and press releases are written. The more care 
you show to the readers of your press release, the more likely you are to get it published. 
You will most likely need to adapt your press release for different media and platforms, so 
have a basic version on hand that is easy to make copies of, and that you can edit. Also, 
be ready to write the story about your residency yourself for publication in a format 
agreed upon with the media at their request.

Despite all this, social media is still an important, often primary, channel of 
communication with your audience. Try to post regularly on social media: even if it means 
one publication per month, it must be done on a monthly basis. When someone visits 
your social media page for the first time, the first thing that catches their eye is the latest 
publication in your feed, and if it is from last year, they immediately get the impression 
that your page is dead. Keep a calendar of publications where you plan what to post and 
when: this will help you turn SMM into a habit and keep in touch with your audience.

Remember that social media is about interaction. It's a common practice to include a call 
to action in your publications, as it makes it easier to engage your audience. 
Calls to action can be effective, but only if the content of the publication itself is 
engaging. For example, you might attempt to raise a controversial topic or activate a 
strong feeling such as nostalgia in your audience. Avoid automatically adding phrases like 
‘What do you think about this? Share your thoughts in the comments!’ This is perceived 
as a forced attempt to write something ‘in SMM style’. The audience should be engaged 

and attracted naturally through the content of your message. In 
other words, don't try to deceive your audience, and don't expect 
them to be excited about something that isn't exciting. All your 
communications should be honest and open. The best way to 
make your audience feel that you care about them is to answer 
all their questions in a timely manner in comments and 
messages, always be polite, tolerant, and show equal respect to 
all your readers.

And finally, a few words about donors. At every opportunity, 
don't forget to mention those who have supported your 
residency financially or in other ways. This applies to both 
sponsors and partners, volunteers, and all concerned members 
of your community who have contributed to the development of 
the residency. It is a common thing that grant agreements require 
that the logo of the donor or sponsor be included on all project 
communication materials and mentioned in the major project 
communications. This is the basic thing that you should never 
forget. But if you want to establish a long-term relationship with 
your donors, think how else you can express your gratitude: 
introduce them to the residents in person, hold a private closed 
opening before the public opening of an exhibition, give them a 
few copies of the final publication, create a dedicated 
publication about them on social media, etc. Such special 
attention—provided it is appropriate and unobtrusive—will not go 
unnoticed and will add points to your credibility with donors and 
sponsors.

Documentation and Reporting
The importance of documenting all your work cannot be 
overestimated. It may seem obvious: you need to take photos of 
your residents at work and during meetings, document the 
creation of their artworks, film the final exhibitions, and record 
all the residency activities in a narrative report. Yet, proper 
documentation of projects is still a big challenge in Ukraine. 
Because of this, we may never find out about any number of 

interesting residencies that have taken place in the past, but remain only in the memories 
of their participants.

Regardless of whether your residency is funded by a grant or you are doing everything 
independently, documentation and reporting are essential elements of the project’s 
implementation, and they are necessary primarily for you to successfully communicate 
the residency and institutional history. Documenting the process also allows you to 
integrate the experience you have gained as a team and avoid mistakes in the future. 
There is never enough time for this, especially when the residency is in full swing and lots 
of activities are happening, but the point is that you need to document everything during 
activities, not after that. Therefore, documentation should become part of your routine. If 
the residency programme lasts for several weeks (or even months) and is full of activities, 
you should make at least brief notes about what happened and when, while your memory 
is fresh: how many people came to a particular event (registration forms are the best way 
to do this), what places you took the residents to and when, whom you introduced them 
to, etc. This can be done at the end of each week, and this will make your life much easier 
when it comes to creating the final report.

As for photo and video documentation, much will depend on your resources. Large 
residencies usually hire professional production teams to make a short video about each 
resident, including interviews and documentation of their artistic work. You can plan this 
type of documentation from the very beginning, and allocate money for it in your budget. 
If this is not possible, you can arrange interviews with residents and post them in text 
form on your website or social media, or negotiate publication in the media. Invite a 
photographer and/or videographer to come to your location for a fee or as a volunteer to 
capture the residents' work at different stages, and then you can use the footage as you 
choose: post it in your stories, edit it into a final video, create an archive on your website, 
include it in your report, etc. If you have no opportunity to invite a dedicated person, 
choose someone in your team who knows how to use the camera on their phone—this will 
most likely be your communications manager—and include documentation of residency 
activities in their scope of work. This person can also visit the residents from time to time, 
shoot short videos, post them on your social media, and save them for the archive. 

If you plan a final exhibition or other presentation of the results of your residency, 
documentation is necessary, and it is extremely important to do it well. To document the 
exhibition, you should consult with experts who professionally document exhibitions and 
artworks. If this is not feasible, research websites of art galleries and residencies and pay 
attention to how they document their exhibitions. It is important to set up the light 

properly, take photos of each piece from several angles (up close, from the front at a right 
angle, and from a distance, in the environment), as well as take overview shots of the 
exhibition. We recommend that you have documentation of the exhibition both without 
people, so that all the artworks are clearly seen, and with visitors for communication 
purposes.

All of these steps will make it much easier for you to prepare your final report. If it is a 
report for a donor, it should show whether the stated goals of the project have been 
achieved and provide sources that can verify this information. Your report should 
compare the residency plan with what was actually implemented. Each donor has its own 
approved forms and reporting rules, but most of them will include a narrative or 
descriptive part, a media report, and a financial report. Some institutions may 
additionally request a report from an independent auditor. Read all the reporting 
requirements carefully before you start your project—this will save you a serious 
headache later.

Keep your reader in mind when writing a narrative report. Present the facts concisely, 
clearly, and consistently; do not overload your report with unnecessary information, but 
cover all the issues as required by the donor. Make sure that the donor does not have to 
get back to you for more details. A report written carelessly and hastily can lead to the 
termination of cooperation between you and the donor in the future. Keep in mind what 
is of value to you and do not forget to emphasise it in your report (ethical and 
environmental aspects: building sustainable relationships with the local community, etc.).

Be careful with the numbers, and not only in the financial part. Remember: your 
professional reputation depends on the accuracy of the information you provide. Under 
no circumstances should you submit false information in your report. If you have 
achieved less than planned, do not try to hide it, but explain in the report why it 
happened. Most donors understand that such situations can happen. However, if you are 
caught lying, it could put an end to your entire future career.

The media report should include information about audience outreach through all the 
channels you used. We have already mentioned offline event attendance counts above: 
try to track them during your residency. You can find all the statistics about your social 
media outreach (number of likes, views, interactions with your posts, etc.) in the page 
management area. Add information about the total number of posts about your project 
with screenshots of each of them, showing users' reactions and comments. To monitor 
the media, better create a separate file titled ‘clipping’ where you can collect links to all 

mentions of your project in the media. Remember to indicate the date of each 
publication, and the name of the media source, and take screenshots of each publication 
and/or save it as a PDF in case the page disappears or moves to another address. We 
recommend that you do media clipping throughout the project: once you see a new 
publication, add it to your file.

The financial report is usually prepared by the accountant, and to ensure that everything 
works well, organise your document flow so that there is always a person in the team who 
fills out logs, scans, and files primary documentation, and knows exactly where each 
contract, invoice and certificate is, as well as their saved copies. Remember that you have 
to keep most of the documents for at least 3 years, so make sure you have a dry place for 
them in your office that is protected from direct sunlight.
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and/or professional community. This also has its advantages when applying for grants: 
the application can describe straightaway the residents’ focus of interest, the themes to 
be covered, and the expected results. A nominated resident will have more time to get 
ready for the residency, and it will be easier for you to plan the project schedule; as a 
result, this will allow you to implement the residency programme more efficiently.

At the same time, you need to publicly communicate the criteria for your choice of artists 
to avoid possible criticism and accusations of elitism or nepotism. Also, keep in mind that 
being an invitation-only residency has practical disadvantages: for example, such 
residencies will not be accepted into Transartists, the largest network in the world.

Working only with invited artists, you also run the risk of being locked in your own bubble 
and missing out on new and interesting names that you may not even know of. That is 
why most residencies operate on an open call basis. You can have a year-round 
application process and review applications on a rolling basis; this option is suitable for 
individual residencies that are not tied to specific dates. Alternatively, you can hold open 
calls for group residencies that have a clear timeframe. 

Although an open call is by default a more democratic system for attracting residents 
than nomination, you need to make sure that the selection process is transparent and 
impartial. One way to achieve this is to involve independent experts in the evaluation. 
Keep in mind that inviting outside evaluators 
will require additional time to coordinate work 
schedules and a budget to pay for the experts’ 
work. Additionally, it should be noted that the 
presence of independent experts in the jury 
does not guarantee that the competition is 
transparent and impartial. The only real 
safeguard is a well-coordinated, rational, and 
transparently communicated evaluation 
system.

Develop an evaluation system with clearly 
defined criteria and an accurate scale. For 
example, ‘quality of artistic practice’ is a 
subjective evaluation criterion and cannot be 
the only or decisive factor in the selection 

process. If you are not ready to give this criterion up, you should balance it with other, 
more objective criteria, such as artist’s confirmed participation in professional projects in 
the relevant field; compliance of the artist’s practice with the specifics of your residency; 
letters of recommendation; convincing arguments in the motivation letter, etc. Although 
the evaluation of artistic practices can never be fully objective, try to minimise the factor 
of personal tastes and preferences.

When developing the evaluation scale, make sure that the different people who will be 
using it have the same understanding of the meaning of each grade and criteria. It is a 
good practice to create a small handbook for evaluators explaining the specifics of the 
residency programme, what artists you are looking for, and breaking down the evaluation 
criteria and the scale, clarifying what each score means. For example, you can set the 
criterion ‘how integrated the applicant’s practice is into the current institutional art field’ 
and evaluate it on a 4-point scale with the following breakdown: 4 points—the applicant 
has provided confirmation of participation in projects organised by national or municipal 
institutions and several mentions of their practice in professional media; 3 

points—confirmation of participation in projects of municipal or local scale and at least 
one mention in professional media; 2 points—confirmation of participation in at least one 
project; 1 point—no confirmation of participation in any projects. It is important that the 
evaluation criteria are clear not only to the evaluators but also to the applicants 
themselves, so you should publish them (perhaps in an abridged version) in the open call.

Don’t underestimate the value of interviewing the shortlisted finalists to get to know the 
people you are planning to host at your residency. This will give you a better 
understanding of how the artists will interact with others, and may prevent potential 
incidents. A chance to see each other before the residency begins, even through a video 
call, allows you to establish human contact with prospective residents, and is the first 
step in building a quality experience for all the residency participants. A video call can 
also be a good opportunity to show future residents around your residency space.

If some of the applicants did not get into the residency this year, but you really liked their 
applications, invite them to apply next year and keep in touch.

Logistics
It may sound banal but an essential part of organising any residency is making sure that 
the residents have a comfortable arrival, stay, and departure. Your programme may be of 
high curatorial quality, interesting, and useful, but the impression of it can be seriously 
spoiled by poorly organised logistics.

You should start taking care of travel issues as soon as the funding for the residency is 
confirmed. Book the tickets in advance, choosing options that allow changing dates or 
cancelling. If the residents are responsible for buying tickets, provide them with 
step-by-step instructions on how to get to the residency. This is especially true for 
foreigners: keep in mind that without knowing the local language it can be quite difficult 

to find your way around, so it is your responsibility as the organiser to make it as easy as 
possible for the residents. If you are able to meet the residents at the train station or 
airport and take them to the residency, this is the best option.

For the residencies located in remote places, it is necessary to provide a transfer for the 
residents. This can be a chartered bus or your own car if there are few residents, or if 
they do not arrive at the same time. If you organise a transfer through a contract service, 
it is best to make sure that not only a driver but also a residency representative meet the 
residents. 

Create an information sheet for the residents in English and your local language which 
you will send to them in a PDF before the residency starts and print it out so that they 
always have it at hand. Please include the following information:

Also, create an information sheet in your local language for foreign participants to carry 
with your contacts: whom to call in case a resident is detained by the police or has 
sudden health problems.

It is important to give new residents an introductory tour of the facilities and show them 
where to find things and how to use them: from the coffee machine to the photocopier. 
Where the washing machine with detergent is, where the vacuum cleaner, iron, or hair 
dryer are, where they can find clean bedsheets, etc. Such a tour is also a great 
opportunity to announce the general rules of the residency accommodation, such as 
washing your own dishes, sorting the rubbish, and silence after 11 pm (if applicable). 

If the residency takes place in a large city and is a long-term one, it makes sense to buy a 
public transportation pass for the residents. It is also a good practice to send out a 
newsletter at the beginning of the week with a list of the most interesting events in your 
area. If the residency is located in a village or a remote place, you should provide 
residents with options for getting to the nearest hospital, supermarket, and other more 
developed areas. If the participants will not be able to leave your location during the 
entire residency period and you will be responsible for buying food and other essential 
goods, you should inform all the residents in advance and clarify their dietary restrictions 
and possible special needs.

Interaction
A residency that hosts several people simultaneously creates a new micro-community 
that needs to be maintained. So, it is important that no one is left behind or feels 
unwelcome. Therefore, the first days of the residency programme should be dedicated to 
getting to residents getting to know one another and the team, as well as the activities to 
build your artistic community. Events should also be planned throughout the programme 
to facilitate communication (joint meals, parties, outings, etc.). Organise a presentation of 
the participants' artistic practices so that they understand each other’s backgrounds. This 
may encourage them to collaborate during the residency programme. A board with signed 
Polaroid photo portraits of the participants can be a great solution for integration and 
introduction. These photos can later be stored in a dedicated album.

Consider activities to integrate residents into the local community. You can do this 
through public events (lectures, artist talks, or workshops) and by inviting local experts 
(curators, artists, or researchers) to your venue. Be sure to schedule an individual meeting 
with the curator for each resident. Find out how you can be helpful, whom to connect 
with, and what places to visit in your location to deepen the residency research and agree 
on what results are expected from the residency programme.

It is not only the participants who make a residency artistic but also its content. Make 
sure that you have not only a comfortable workspace but also an interesting thematic 
library, a projector, and a screen for joint evening film screenings, board games, yoga 
mats, etc. A good thing to do is to decorate the space with artworks by residency alumni. 
This creates a sense of network and continuity.

Despite all the above activities and events, conflicts may occur during the residency 
programme, and it is your direct responsibility as the organiser to resolve them. If there is 
a conflict between the residents, be a mediator: talk to all parties involved in the conflict 
individually and try to hear all of them to find a compromise. Stay neutral and friendly to 
everyone. If necessary, engage a professional psychologist to help the residents.

If a conflict has occurred between you and a resident, it is crucial to resolve it before the 
programme ends, and if you fail to do so, do your best to ensure that the resident sees 
that you are willing to resolve the situation in a way that takes their interests into 
account. Never give residents the impression that you are indifferent to their needs. 
Unfortunately, a bad reputation spreads much faster than a good one.

If it is clear that the conflict was caused by one person and the situation is not critical, 
you can give them a yellow card and warn them that a red card will mean the end of your 
cooperation. When all possible methods of resolving the situation fail, terminating the 
toxic person's participation in the residency programme is the best solution. It is better to 
inform the resident about your decision in person, but this should also be indicated in an 
email. Agree on the time that the resident needs to pack and organise the logistics. If you 
have donors, be sure to inform them of the situation. Termination of the residency 
programme is an extreme measure that everyone tries to avoid, but sometimes it is the 
only way to keep other residents calm, save your property, and the nerves of everyone 
involved.

It is essential to get feedback from residents about their participation in your programme. 
You can do this in a variety of ways. For example, on the final day, organise a joint lunch 
and talk about the residency in a relaxed atmosphere. However, this approach has its 
disadvantages: what is said orally may be hard to document for further analysis in a 
team, and not all people are ready to share negative experiences openly in the presence 
of others. Therefore, it may be useful to survey the residents after the programme is over. 
Send participants an online form and ask them what they liked about the residency, what 
they found lacking, what to pay more attention to, etc. This approach also has its 
disadvantages: such requests can often remain unanswered as residents dive into their 

next projects. Whichever approach you choose, the most important thing is that you 
receive honest feedback and can work with your team to improve your residency 
programme in the future.

Responsibility
In Ukraine, it is still not always common for residents to sign a formal contract with the 
residency organiser, even though this is a standard practice in much of the Western 
world. This can lead to legal grey areas, abuses (on both sides), shifting of responsibility, 
and, in extreme cases, open conflicts and even litigation. Therefore, when planning and 
operating a residency, it is important not only to think in advance about what the 
residency organiser should be responsible for, but also to legally formalise the organisers’ 
rights and obligations within the framework of cooperation with residents. To do this, the 
residency organiser and the resident should sign an agreement that defines the mutual 
expectations of the parties (in particular, regarding the creation of artworks), the 
residency plan, and a list of rights and obligations for both parties. Such an agreement 
may also cover issues of professional ethics and communication, including how and when 
the resident should mention the residency programme in their public statements.

In your agreement, include a clause on the rules of conduct at the residency and a moral 
code that both participants and the programme organisers must adhere to. The code 
should be based on the principle of respect for human dignity and non-discrimination 
based on race, political, religious and other beliefs, gender, age, gender identity, disability, 
ethnic, or social origin, sexual orientation, marital and financial status, etc. Explicitly spell 
out the unacceptability of aggression, abusive language, sexual harassment, destructive 
behavior, etc. Such a clause will be helpful in resolving conflict situations.

Don't neglect to mention respect and care for the place and the environment: encourage 
residents to be responsible for all inhabitants of your area, both human and other beings.

The resident's responsibilities should include respectful treatment of the residency 
property. If the resident is provided with movable property (equipment, tools, etc.), this 
should also be documented in the acceptance contract. This way, in case of damage to 
the property due to the fault of the resident, it will be possible to apply for compensation.

If the residency programme implies the creation of an intellectual property object, this 
should be stated in the agreement, but the act of transferring the object or its property 
rights to the residency should be formalised in specific documents. These may include an 
author's agreement (an agreement commissioning the artwork from the artist), a 
purchase and sale agreement, an acceptance certificate, an agreement for the storage of 
an artwork for a certain period of time, or a licence agreement for the transfer of property 
rights to an intangible work. Please note that if your residency programme accepts 

artworks from residents, they should be put on the residency's balance sheet and require 
appropriate legal and accounting procedures. We advise you to negotiate non-exclusive 
property rights with your residents to keep your relations with them friendly. It will be an 
advantage for you if the artist uses their rights to an artwork created during their stay at 
your residency.

The agreement should also include the residency organiser’s obligation to ensure proper 
conditions for the resident's stay. The residency organiser may (but is not obliged to) 
assist residents in obtaining a visa, translation, and insurance. The agreement with the 
resident may specify assistance in obtaining a visa, but such support should only be 
offered if the residency organiser is ready to do this and there is a person on staff who 
can assist or provide guidance. When specifying any expenses in an agreement with a 
resident, you should take into account the tax consequences. For example, in order to 
pay a foreign resident an honorarium or other payments, they must obtain a tax number 
in Ukraine and open a bank account. When the residency organiser is a tax agent and 
pays taxes for foreign residents, it is essential to factor in additional payments for income 
and military taxes.

While staying in Ukraine, foreign residents are required to have a medical insurance 
policy. Thus, if a resident needs to visit a doctor, the insurance 
company will reimburse the costs. Pay close attention to the 
terms and conditions of such a policy, as all medical services 
for foreigners in Ukraine are paid.

Unfortunately, there is virtually no precedent for other 
insurance options. Insurance companies are reluctant to 
insure artworks, but if it is possible to conduct an appraisal, 
then in individual cases it is possible to sign an artwork 
insurance contract for the period of storage, exhibition, or 
transportation.

Under martial law, it is the resident's decision, and the 
resident’s decision alone, whether to participate in a residency 
programme in Ukraine, taking into account all the risks. At the 
same time, according to the general regulations of martial law, 
there must be a shelter near the residency location, and when 
holding public events, organisers must take into account 

restrictions on the number of people in the premises at the same time and the ability of 
evacuation. The security of residents can also be specified in the agreement.

And finally, don't forget that responsibility should always be mutual. While giving the 
residents the freedom to create without censorship, the organisers must support them in 
case of possible public conflicts, for example, when the result of the artist's work causes 
outrage among the audience. During this process, you may need to consult a lawyer or a 
psychologist, and you will have to work out a joint diplomatic solution to the situation. 
But in all cases, the resident should feel protected, not abandoned, by the organisation 
that invited them.

We have drafted a bilingual sample Residency Agreement to help you draft your 
agreement with a resident.

Communications
From the perspective of many donors and sponsors, the main criterion for the success of 
a project is its media output. This is one of the reasons why many residencies choose a 
format such as a final exhibition, screening, or other public presentation: this not only 
structures and guides the work of the residents but also is the point in the project when a 
wider audience can learn about the residency. No matter how small your residency 
programme is, you can't afford not to communicate it. At the same time, can the success 
of a residency really be determined by how many times it was written about in the media 
or how many likes these posts got? Can all communications be considered media 
coverage?

Every project is 90% communication: communication with the team, co-organisers, 
contractors, participants, etc. There are two types of communication: internal, within the 
team; and external, which includes communication with donors, partners, and the general 
public. This section focuses on external communication.

Communications are often thought to be something separate from the essence of the 
project. At the core there is the project, or the content part, which is the responsibility of 
the curator and/or artists, and then separately from this there is the project’s PR, which 
should be the responsibility of professionally trained communication managers. 
Technically, this may be true if you work in a large team with a dedicated PR department, 
but in most cases this approach does not work, since your communications are the only 

way the residency exists outside your team. Once again: for anyone who is not directly 
involved in your programme, your residency exists exclusively through the project 
communications that you conduct. Therefore, your residency communications do not 
start with the very first announcement of the open call but rather from the moment you 
choose a project name, develop a mission statement, and fill out the first funding 
application.

Communications are an integral aspect of the residency activities. Every email you send 
to potential or current partners, donors, or government officials is your public face. Every 
appearance you make as a representative of your residency programme at public events, 
even informal ones, adds to your image. That is why each team member is a 
communicator of the residency. Even in the development stage of the residency 
programme, curators, together with the communication managers or (if they are not 
available) on their own, should consider the target audience and design the public 
programme—lectures, discussions, artist talks, etc.—with this in mind. It is the curators, 
not the PR professionals, who should make sure that the concept of the residency and 
the description of the final project (if any) are clear and will be of interest to the 
audience.

Communications are not just about published articles or social media posts. They are also 
about your work with the local community, which often means whether your immediate 
neighbours know what you are doing and whether they like it. Communication with the 
community is critical. Truly successful residencies not only create a quality experience for 
their participants and organisers, they also contribute to the development of the local 
community. This is only possible if you actively involve the community in the residency 
activities: at least by inviting people to your events and introducing them to the residents, 
and ideally by involving them in the programme. This can be done in different ways: by 
surveying the locals about how the residency could contribute to improving the situation 
in the community (for example, by creating workshops for local children with the 
participation of residents); by inviting active community members to join the supervisory 
board or as consultants or volunteers; etc. 

“It was not so easy to establish contact with the locals. There was a 
minor conflict. For them, the format was too unusual. It’s disappointing 
when 15 minutes after you hang up the posters, they get taken down.”

Danylo Halkin, founder of the Prydniprovskyi Barvinok residency (Dnipro)

“It was not so easy to establish contact with the locals. There was a 
minor conflict. For them, the format was too unusual. It’s disappointing 
when 15 minutes after you hang up the posters, they get taken down.”

Danylo Halkin, founder of the Prydniprovskyi Barvinok residency (Dnipro)

It is your responsibility to ensure meaningful communication between the residents and 
the local community. As already mentioned, the residency location may be exotic to the 
residents and that may be what makes it attractive. This is normal at the beginning of the 
programme, but if the resident keeps perceiving the place as exotic—that is, foreign and 
unfamiliar, even though it is attractive—this is a sign of a communication failure. It is 
crucial to avoid isolating residents and to do so, you should schedule introductory visits 
to the residency for community members, as well as introduce residents to members of 
the professional community in your city, with the help of an interpreter if necessary. The 
more your community is involved in the residency life, the better it will understand its 
benefits and the more it will be responsive to its needs.

Thus, communication becomes a key element of the entire residency project. For this 
reason, you will need to start working on a communication strategy during the concept 
development stage of the project. From the very beginning, you have to answer three 
main questions: 

Defining your target audience (TA) will greatly influence your choice of communication 
channels. Please remember, you are not your target audience. Don't judge it based only 
on your own experience. You need to carefully study who your project is aimed at and 
develop a communication strategy based on the characteristics of each of the target 
audience groups. Your primary target audience will be potential participants of the 
residency programme; the following possible categories may include sponsors, patrons, 
donors (both current and future); media; professional community (artists, curators, 
critics, researchers, etc.); representatives of the local environment (residents, local 
authorities), etc.

Each target audience should have its key messages and communication channels. 
The key message should answer the three following questions:

Make sure that you have identified your target audience and specific key messages 
before you start defining communication channels and tools. Think carefully about 
whether your communication with each target audience will be direct (a coffee meeting, a 
press conference, communicating on social media) or through intermediaries (media, 
influencers, experts, and partners). What media will you use? Digital space (website, 
social media)? Tote bags, T-shirts, posters, flyers, etc.? Why is this particular medium 
efficient for your target audience? Where and how will they be placed and distributed?

To develop your communication strategy, you can use this simple chart:

Today, most communications have moved to social media. This is due to both its 
popularity and relative cheapness. Often, a substantial amount of the communications 
budget is invested in paid advertising on Facebook and other platforms, and while this 
form of communication can be efficient, it is by no means a silver bullet. It's worth 
remembering that without professional SMM managers who can properly target ads, 
using paid social media services is mostly a waste of money. Instead, traditional tools 
such as newsletters or even printed posters can have a much greater response if put in 
the right places. 

To reach out to the media, you don't necessarily need a dedicated PR person or a budget 
for paid publications. Cultural media, or thematic channels or groups on social media, are 
always in need of new content and looking for information about interesting projects, so 
your task is to bring them a story about your project that they may want to share. This 

story should be included in the press release. Here are some simple tips on how to create 
it:

Create your database of media contacts and individual journalists and update it once a 
year. Send personalised emails and do not overuse mass mailings of press releases if you 
do not want them to end up in the spam folder. Remember that people in the media are 
real, and they pay attention to how emails and press releases are written. The more care 
you show to the readers of your press release, the more likely you are to get it published. 
You will most likely need to adapt your press release for different media and platforms, so 
have a basic version on hand that is easy to make copies of, and that you can edit. Also, 
be ready to write the story about your residency yourself for publication in a format 
agreed upon with the media at their request.

Despite all this, social media is still an important, often primary, channel of 
communication with your audience. Try to post regularly on social media: even if it means 
one publication per month, it must be done on a monthly basis. When someone visits 
your social media page for the first time, the first thing that catches their eye is the latest 
publication in your feed, and if it is from last year, they immediately get the impression 
that your page is dead. Keep a calendar of publications where you plan what to post and 
when: this will help you turn SMM into a habit and keep in touch with your audience.

Remember that social media is about interaction. It's a common practice to include a call 
to action in your publications, as it makes it easier to engage your audience. 
Calls to action can be effective, but only if the content of the publication itself is 
engaging. For example, you might attempt to raise a controversial topic or activate a 
strong feeling such as nostalgia in your audience. Avoid automatically adding phrases like 
‘What do you think about this? Share your thoughts in the comments!’ This is perceived 
as a forced attempt to write something ‘in SMM style’. The audience should be engaged 

and attracted naturally through the content of your message. In 
other words, don't try to deceive your audience, and don't expect 
them to be excited about something that isn't exciting. All your 
communications should be honest and open. The best way to 
make your audience feel that you care about them is to answer 
all their questions in a timely manner in comments and 
messages, always be polite, tolerant, and show equal respect to 
all your readers.

And finally, a few words about donors. At every opportunity, 
don't forget to mention those who have supported your 
residency financially or in other ways. This applies to both 
sponsors and partners, volunteers, and all concerned members 
of your community who have contributed to the development of 
the residency. It is a common thing that grant agreements require 
that the logo of the donor or sponsor be included on all project 
communication materials and mentioned in the major project 
communications. This is the basic thing that you should never 
forget. But if you want to establish a long-term relationship with 
your donors, think how else you can express your gratitude: 
introduce them to the residents in person, hold a private closed 
opening before the public opening of an exhibition, give them a 
few copies of the final publication, create a dedicated 
publication about them on social media, etc. Such special 
attention—provided it is appropriate and unobtrusive—will not go 
unnoticed and will add points to your credibility with donors and 
sponsors.

Documentation and Reporting
The importance of documenting all your work cannot be 
overestimated. It may seem obvious: you need to take photos of 
your residents at work and during meetings, document the 
creation of their artworks, film the final exhibitions, and record 
all the residency activities in a narrative report. Yet, proper 
documentation of projects is still a big challenge in Ukraine. 
Because of this, we may never find out about any number of 

interesting residencies that have taken place in the past, but remain only in the memories 
of their participants.

Regardless of whether your residency is funded by a grant or you are doing everything 
independently, documentation and reporting are essential elements of the project’s 
implementation, and they are necessary primarily for you to successfully communicate 
the residency and institutional history. Documenting the process also allows you to 
integrate the experience you have gained as a team and avoid mistakes in the future. 
There is never enough time for this, especially when the residency is in full swing and lots 
of activities are happening, but the point is that you need to document everything during 
activities, not after that. Therefore, documentation should become part of your routine. If 
the residency programme lasts for several weeks (or even months) and is full of activities, 
you should make at least brief notes about what happened and when, while your memory 
is fresh: how many people came to a particular event (registration forms are the best way 
to do this), what places you took the residents to and when, whom you introduced them 
to, etc. This can be done at the end of each week, and this will make your life much easier 
when it comes to creating the final report.

As for photo and video documentation, much will depend on your resources. Large 
residencies usually hire professional production teams to make a short video about each 
resident, including interviews and documentation of their artistic work. You can plan this 
type of documentation from the very beginning, and allocate money for it in your budget. 
If this is not possible, you can arrange interviews with residents and post them in text 
form on your website or social media, or negotiate publication in the media. Invite a 
photographer and/or videographer to come to your location for a fee or as a volunteer to 
capture the residents' work at different stages, and then you can use the footage as you 
choose: post it in your stories, edit it into a final video, create an archive on your website, 
include it in your report, etc. If you have no opportunity to invite a dedicated person, 
choose someone in your team who knows how to use the camera on their phone—this will 
most likely be your communications manager—and include documentation of residency 
activities in their scope of work. This person can also visit the residents from time to time, 
shoot short videos, post them on your social media, and save them for the archive. 

If you plan a final exhibition or other presentation of the results of your residency, 
documentation is necessary, and it is extremely important to do it well. To document the 
exhibition, you should consult with experts who professionally document exhibitions and 
artworks. If this is not feasible, research websites of art galleries and residencies and pay 
attention to how they document their exhibitions. It is important to set up the light 

properly, take photos of each piece from several angles (up close, from the front at a right 
angle, and from a distance, in the environment), as well as take overview shots of the 
exhibition. We recommend that you have documentation of the exhibition both without 
people, so that all the artworks are clearly seen, and with visitors for communication 
purposes.

All of these steps will make it much easier for you to prepare your final report. If it is a 
report for a donor, it should show whether the stated goals of the project have been 
achieved and provide sources that can verify this information. Your report should 
compare the residency plan with what was actually implemented. Each donor has its own 
approved forms and reporting rules, but most of them will include a narrative or 
descriptive part, a media report, and a financial report. Some institutions may 
additionally request a report from an independent auditor. Read all the reporting 
requirements carefully before you start your project—this will save you a serious 
headache later.

Keep your reader in mind when writing a narrative report. Present the facts concisely, 
clearly, and consistently; do not overload your report with unnecessary information, but 
cover all the issues as required by the donor. Make sure that the donor does not have to 
get back to you for more details. A report written carelessly and hastily can lead to the 
termination of cooperation between you and the donor in the future. Keep in mind what 
is of value to you and do not forget to emphasise it in your report (ethical and 
environmental aspects: building sustainable relationships with the local community, etc.).

Be careful with the numbers, and not only in the financial part. Remember: your 
professional reputation depends on the accuracy of the information you provide. Under 
no circumstances should you submit false information in your report. If you have 
achieved less than planned, do not try to hide it, but explain in the report why it 
happened. Most donors understand that such situations can happen. However, if you are 
caught lying, it could put an end to your entire future career.

The media report should include information about audience outreach through all the 
channels you used. We have already mentioned offline event attendance counts above: 
try to track them during your residency. You can find all the statistics about your social 
media outreach (number of likes, views, interactions with your posts, etc.) in the page 
management area. Add information about the total number of posts about your project 
with screenshots of each of them, showing users' reactions and comments. To monitor 
the media, better create a separate file titled ‘clipping’ where you can collect links to all 

mentions of your project in the media. Remember to indicate the date of each 
publication, and the name of the media source, and take screenshots of each publication 
and/or save it as a PDF in case the page disappears or moves to another address. We 
recommend that you do media clipping throughout the project: once you see a new 
publication, add it to your file.

The financial report is usually prepared by the accountant, and to ensure that everything 
works well, organise your document flow so that there is always a person in the team who 
fills out logs, scans, and files primary documentation, and knows exactly where each 
contract, invoice and certificate is, as well as their saved copies. Remember that you have 
to keep most of the documents for at least 3 years, so make sure you have a dry place for 
them in your office that is protected from direct sunlight.
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and/or professional community. This also has its advantages when applying for grants: 
the application can describe straightaway the residents’ focus of interest, the themes to 
be covered, and the expected results. A nominated resident will have more time to get 
ready for the residency, and it will be easier for you to plan the project schedule; as a 
result, this will allow you to implement the residency programme more efficiently.

At the same time, you need to publicly communicate the criteria for your choice of artists 
to avoid possible criticism and accusations of elitism or nepotism. Also, keep in mind that 
being an invitation-only residency has practical disadvantages: for example, such 
residencies will not be accepted into Transartists, the largest network in the world.

Working only with invited artists, you also run the risk of being locked in your own bubble 
and missing out on new and interesting names that you may not even know of. That is 
why most residencies operate on an open call basis. You can have a year-round 
application process and review applications on a rolling basis; this option is suitable for 
individual residencies that are not tied to specific dates. Alternatively, you can hold open 
calls for group residencies that have a clear timeframe. 

Although an open call is by default a more democratic system for attracting residents 
than nomination, you need to make sure that the selection process is transparent and 
impartial. One way to achieve this is to involve independent experts in the evaluation. 
Keep in mind that inviting outside evaluators 
will require additional time to coordinate work 
schedules and a budget to pay for the experts’ 
work. Additionally, it should be noted that the 
presence of independent experts in the jury 
does not guarantee that the competition is 
transparent and impartial. The only real 
safeguard is a well-coordinated, rational, and 
transparently communicated evaluation 
system.

Develop an evaluation system with clearly 
defined criteria and an accurate scale. For 
example, ‘quality of artistic practice’ is a 
subjective evaluation criterion and cannot be 
the only or decisive factor in the selection 

process. If you are not ready to give this criterion up, you should balance it with other, 
more objective criteria, such as artist’s confirmed participation in professional projects in 
the relevant field; compliance of the artist’s practice with the specifics of your residency; 
letters of recommendation; convincing arguments in the motivation letter, etc. Although 
the evaluation of artistic practices can never be fully objective, try to minimise the factor 
of personal tastes and preferences.

When developing the evaluation scale, make sure that the different people who will be 
using it have the same understanding of the meaning of each grade and criteria. It is a 
good practice to create a small handbook for evaluators explaining the specifics of the 
residency programme, what artists you are looking for, and breaking down the evaluation 
criteria and the scale, clarifying what each score means. For example, you can set the 
criterion ‘how integrated the applicant’s practice is into the current institutional art field’ 
and evaluate it on a 4-point scale with the following breakdown: 4 points—the applicant 
has provided confirmation of participation in projects organised by national or municipal 
institutions and several mentions of their practice in professional media; 3 

points—confirmation of participation in projects of municipal or local scale and at least 
one mention in professional media; 2 points—confirmation of participation in at least one 
project; 1 point—no confirmation of participation in any projects. It is important that the 
evaluation criteria are clear not only to the evaluators but also to the applicants 
themselves, so you should publish them (perhaps in an abridged version) in the open call.

Don’t underestimate the value of interviewing the shortlisted finalists to get to know the 
people you are planning to host at your residency. This will give you a better 
understanding of how the artists will interact with others, and may prevent potential 
incidents. A chance to see each other before the residency begins, even through a video 
call, allows you to establish human contact with prospective residents, and is the first 
step in building a quality experience for all the residency participants. A video call can 
also be a good opportunity to show future residents around your residency space.

If some of the applicants did not get into the residency this year, but you really liked their 
applications, invite them to apply next year and keep in touch.

Logistics
It may sound banal but an essential part of organising any residency is making sure that 
the residents have a comfortable arrival, stay, and departure. Your programme may be of 
high curatorial quality, interesting, and useful, but the impression of it can be seriously 
spoiled by poorly organised logistics.

You should start taking care of travel issues as soon as the funding for the residency is 
confirmed. Book the tickets in advance, choosing options that allow changing dates or 
cancelling. If the residents are responsible for buying tickets, provide them with 
step-by-step instructions on how to get to the residency. This is especially true for 
foreigners: keep in mind that without knowing the local language it can be quite difficult 

to find your way around, so it is your responsibility as the organiser to make it as easy as 
possible for the residents. If you are able to meet the residents at the train station or 
airport and take them to the residency, this is the best option.

For the residencies located in remote places, it is necessary to provide a transfer for the 
residents. This can be a chartered bus or your own car if there are few residents, or if 
they do not arrive at the same time. If you organise a transfer through a contract service, 
it is best to make sure that not only a driver but also a residency representative meet the 
residents. 

Create an information sheet for the residents in English and your local language which 
you will send to them in a PDF before the residency starts and print it out so that they 
always have it at hand. Please include the following information:

Also, create an information sheet in your local language for foreign participants to carry 
with your contacts: whom to call in case a resident is detained by the police or has 
sudden health problems.

It is important to give new residents an introductory tour of the facilities and show them 
where to find things and how to use them: from the coffee machine to the photocopier. 
Where the washing machine with detergent is, where the vacuum cleaner, iron, or hair 
dryer are, where they can find clean bedsheets, etc. Such a tour is also a great 
opportunity to announce the general rules of the residency accommodation, such as 
washing your own dishes, sorting the rubbish, and silence after 11 pm (if applicable). 

If the residency takes place in a large city and is a long-term one, it makes sense to buy a 
public transportation pass for the residents. It is also a good practice to send out a 
newsletter at the beginning of the week with a list of the most interesting events in your 
area. If the residency is located in a village or a remote place, you should provide 
residents with options for getting to the nearest hospital, supermarket, and other more 
developed areas. If the participants will not be able to leave your location during the 
entire residency period and you will be responsible for buying food and other essential 
goods, you should inform all the residents in advance and clarify their dietary restrictions 
and possible special needs.

Interaction
A residency that hosts several people simultaneously creates a new micro-community 
that needs to be maintained. So, it is important that no one is left behind or feels 
unwelcome. Therefore, the first days of the residency programme should be dedicated to 
getting to residents getting to know one another and the team, as well as the activities to 
build your artistic community. Events should also be planned throughout the programme 
to facilitate communication (joint meals, parties, outings, etc.). Organise a presentation of 
the participants' artistic practices so that they understand each other’s backgrounds. This 
may encourage them to collaborate during the residency programme. A board with signed 
Polaroid photo portraits of the participants can be a great solution for integration and 
introduction. These photos can later be stored in a dedicated album.

Consider activities to integrate residents into the local community. You can do this 
through public events (lectures, artist talks, or workshops) and by inviting local experts 
(curators, artists, or researchers) to your venue. Be sure to schedule an individual meeting 
with the curator for each resident. Find out how you can be helpful, whom to connect 
with, and what places to visit in your location to deepen the residency research and agree 
on what results are expected from the residency programme.

It is not only the participants who make a residency artistic but also its content. Make 
sure that you have not only a comfortable workspace but also an interesting thematic 
library, a projector, and a screen for joint evening film screenings, board games, yoga 
mats, etc. A good thing to do is to decorate the space with artworks by residency alumni. 
This creates a sense of network and continuity.

Despite all the above activities and events, conflicts may occur during the residency 
programme, and it is your direct responsibility as the organiser to resolve them. If there is 
a conflict between the residents, be a mediator: talk to all parties involved in the conflict 
individually and try to hear all of them to find a compromise. Stay neutral and friendly to 
everyone. If necessary, engage a professional psychologist to help the residents.

If a conflict has occurred between you and a resident, it is crucial to resolve it before the 
programme ends, and if you fail to do so, do your best to ensure that the resident sees 
that you are willing to resolve the situation in a way that takes their interests into 
account. Never give residents the impression that you are indifferent to their needs. 
Unfortunately, a bad reputation spreads much faster than a good one.

If it is clear that the conflict was caused by one person and the situation is not critical, 
you can give them a yellow card and warn them that a red card will mean the end of your 
cooperation. When all possible methods of resolving the situation fail, terminating the 
toxic person's participation in the residency programme is the best solution. It is better to 
inform the resident about your decision in person, but this should also be indicated in an 
email. Agree on the time that the resident needs to pack and organise the logistics. If you 
have donors, be sure to inform them of the situation. Termination of the residency 
programme is an extreme measure that everyone tries to avoid, but sometimes it is the 
only way to keep other residents calm, save your property, and the nerves of everyone 
involved.

It is essential to get feedback from residents about their participation in your programme. 
You can do this in a variety of ways. For example, on the final day, organise a joint lunch 
and talk about the residency in a relaxed atmosphere. However, this approach has its 
disadvantages: what is said orally may be hard to document for further analysis in a 
team, and not all people are ready to share negative experiences openly in the presence 
of others. Therefore, it may be useful to survey the residents after the programme is over. 
Send participants an online form and ask them what they liked about the residency, what 
they found lacking, what to pay more attention to, etc. This approach also has its 
disadvantages: such requests can often remain unanswered as residents dive into their 

next projects. Whichever approach you choose, the most important thing is that you 
receive honest feedback and can work with your team to improve your residency 
programme in the future.

Responsibility
In Ukraine, it is still not always common for residents to sign a formal contract with the 
residency organiser, even though this is a standard practice in much of the Western 
world. This can lead to legal grey areas, abuses (on both sides), shifting of responsibility, 
and, in extreme cases, open conflicts and even litigation. Therefore, when planning and 
operating a residency, it is important not only to think in advance about what the 
residency organiser should be responsible for, but also to legally formalise the organisers’ 
rights and obligations within the framework of cooperation with residents. To do this, the 
residency organiser and the resident should sign an agreement that defines the mutual 
expectations of the parties (in particular, regarding the creation of artworks), the 
residency plan, and a list of rights and obligations for both parties. Such an agreement 
may also cover issues of professional ethics and communication, including how and when 
the resident should mention the residency programme in their public statements.

In your agreement, include a clause on the rules of conduct at the residency and a moral 
code that both participants and the programme organisers must adhere to. The code 
should be based on the principle of respect for human dignity and non-discrimination 
based on race, political, religious and other beliefs, gender, age, gender identity, disability, 
ethnic, or social origin, sexual orientation, marital and financial status, etc. Explicitly spell 
out the unacceptability of aggression, abusive language, sexual harassment, destructive 
behavior, etc. Such a clause will be helpful in resolving conflict situations.

Don't neglect to mention respect and care for the place and the environment: encourage 
residents to be responsible for all inhabitants of your area, both human and other beings.

The resident's responsibilities should include respectful treatment of the residency 
property. If the resident is provided with movable property (equipment, tools, etc.), this 
should also be documented in the acceptance contract. This way, in case of damage to 
the property due to the fault of the resident, it will be possible to apply for compensation.

If the residency programme implies the creation of an intellectual property object, this 
should be stated in the agreement, but the act of transferring the object or its property 
rights to the residency should be formalised in specific documents. These may include an 
author's agreement (an agreement commissioning the artwork from the artist), a 
purchase and sale agreement, an acceptance certificate, an agreement for the storage of 
an artwork for a certain period of time, or a licence agreement for the transfer of property 
rights to an intangible work. Please note that if your residency programme accepts 

artworks from residents, they should be put on the residency's balance sheet and require 
appropriate legal and accounting procedures. We advise you to negotiate non-exclusive 
property rights with your residents to keep your relations with them friendly. It will be an 
advantage for you if the artist uses their rights to an artwork created during their stay at 
your residency.

The agreement should also include the residency organiser’s obligation to ensure proper 
conditions for the resident's stay. The residency organiser may (but is not obliged to) 
assist residents in obtaining a visa, translation, and insurance. The agreement with the 
resident may specify assistance in obtaining a visa, but such support should only be 
offered if the residency organiser is ready to do this and there is a person on staff who 
can assist or provide guidance. When specifying any expenses in an agreement with a 
resident, you should take into account the tax consequences. For example, in order to 
pay a foreign resident an honorarium or other payments, they must obtain a tax number 
in Ukraine and open a bank account. When the residency organiser is a tax agent and 
pays taxes for foreign residents, it is essential to factor in additional payments for income 
and military taxes.

While staying in Ukraine, foreign residents are required to have a medical insurance 
policy. Thus, if a resident needs to visit a doctor, the insurance 
company will reimburse the costs. Pay close attention to the 
terms and conditions of such a policy, as all medical services 
for foreigners in Ukraine are paid.

Unfortunately, there is virtually no precedent for other 
insurance options. Insurance companies are reluctant to 
insure artworks, but if it is possible to conduct an appraisal, 
then in individual cases it is possible to sign an artwork 
insurance contract for the period of storage, exhibition, or 
transportation.

Under martial law, it is the resident's decision, and the 
resident’s decision alone, whether to participate in a residency 
programme in Ukraine, taking into account all the risks. At the 
same time, according to the general regulations of martial law, 
there must be a shelter near the residency location, and when 
holding public events, organisers must take into account 

restrictions on the number of people in the premises at the same time and the ability of 
evacuation. The security of residents can also be specified in the agreement.

And finally, don't forget that responsibility should always be mutual. While giving the 
residents the freedom to create without censorship, the organisers must support them in 
case of possible public conflicts, for example, when the result of the artist's work causes 
outrage among the audience. During this process, you may need to consult a lawyer or a 
psychologist, and you will have to work out a joint diplomatic solution to the situation. 
But in all cases, the resident should feel protected, not abandoned, by the organisation 
that invited them.

We have drafted a bilingual sample Residency Agreement to help you draft your 
agreement with a resident.

Communications
From the perspective of many donors and sponsors, the main criterion for the success of 
a project is its media output. This is one of the reasons why many residencies choose a 
format such as a final exhibition, screening, or other public presentation: this not only 
structures and guides the work of the residents but also is the point in the project when a 
wider audience can learn about the residency. No matter how small your residency 
programme is, you can't afford not to communicate it. At the same time, can the success 
of a residency really be determined by how many times it was written about in the media 
or how many likes these posts got? Can all communications be considered media 
coverage?

Every project is 90% communication: communication with the team, co-organisers, 
contractors, participants, etc. There are two types of communication: internal, within the 
team; and external, which includes communication with donors, partners, and the general 
public. This section focuses on external communication.

Communications are often thought to be something separate from the essence of the 
project. At the core there is the project, or the content part, which is the responsibility of 
the curator and/or artists, and then separately from this there is the project’s PR, which 
should be the responsibility of professionally trained communication managers. 
Technically, this may be true if you work in a large team with a dedicated PR department, 
but in most cases this approach does not work, since your communications are the only 

way the residency exists outside your team. Once again: for anyone who is not directly 
involved in your programme, your residency exists exclusively through the project 
communications that you conduct. Therefore, your residency communications do not 
start with the very first announcement of the open call but rather from the moment you 
choose a project name, develop a mission statement, and fill out the first funding 
application.

Communications are an integral aspect of the residency activities. Every email you send 
to potential or current partners, donors, or government officials is your public face. Every 
appearance you make as a representative of your residency programme at public events, 
even informal ones, adds to your image. That is why each team member is a 
communicator of the residency. Even in the development stage of the residency 
programme, curators, together with the communication managers or (if they are not 
available) on their own, should consider the target audience and design the public 
programme—lectures, discussions, artist talks, etc.—with this in mind. It is the curators, 
not the PR professionals, who should make sure that the concept of the residency and 
the description of the final project (if any) are clear and will be of interest to the 
audience.

Communications are not just about published articles or social media posts. They are also 
about your work with the local community, which often means whether your immediate 
neighbours know what you are doing and whether they like it. Communication with the 
community is critical. Truly successful residencies not only create a quality experience for 
their participants and organisers, they also contribute to the development of the local 
community. This is only possible if you actively involve the community in the residency 
activities: at least by inviting people to your events and introducing them to the residents, 
and ideally by involving them in the programme. This can be done in different ways: by 
surveying the locals about how the residency could contribute to improving the situation 
in the community (for example, by creating workshops for local children with the 
participation of residents); by inviting active community members to join the supervisory 
board or as consultants or volunteers; etc. 

It is your responsibility to ensure meaningful communication between the residents and 
the local community. As already mentioned, the residency location may be exotic to the 
residents and that may be what makes it attractive. This is normal at the beginning of the 
programme, but if the resident keeps perceiving the place as exotic—that is, foreign and 
unfamiliar, even though it is attractive—this is a sign of a communication failure. It is 
crucial to avoid isolating residents and to do so, you should schedule introductory visits 
to the residency for community members, as well as introduce residents to members of 
the professional community in your city, with the help of an interpreter if necessary. The 
more your community is involved in the residency life, the better it will understand its 
benefits and the more it will be responsive to its needs.

Thus, communication becomes a key element of the entire residency project. For this 
reason, you will need to start working on a communication strategy during the concept 
development stage of the project. From the very beginning, you have to answer three 
main questions: 

Defining your target audience (TA) will greatly influence your choice of communication 
channels. Please remember, you are not your target audience. Don't judge it based only 
on your own experience. You need to carefully study who your project is aimed at and 
develop a communication strategy based on the characteristics of each of the target 
audience groups. Your primary target audience will be potential participants of the 
residency programme; the following possible categories may include sponsors, patrons, 
donors (both current and future); media; professional community (artists, curators, 
critics, researchers, etc.); representatives of the local environment (residents, local 
authorities), etc.

.

..

What are you planning to communicate and why? That is, what are your key 
messages and expected communication outcomes?
Who are you communicating with? That is, who is your target audience?
Where will the communication take place? That is, what tools will you use to deliver 
your information?

“A residency is incomplete if it does not include the process 
of community development.”

Yurii Kruchak, co-founder of the Open Place residency (Kyiv)

Each target audience should have its key messages and communication channels. 
The key message should answer the three following questions:

Make sure that you have identified your target audience and specific key messages 
before you start defining communication channels and tools. Think carefully about 
whether your communication with each target audience will be direct (a coffee meeting, a 
press conference, communicating on social media) or through intermediaries (media, 
influencers, experts, and partners). What media will you use? Digital space (website, 
social media)? Tote bags, T-shirts, posters, flyers, etc.? Why is this particular medium 
efficient for your target audience? Where and how will they be placed and distributed?

To develop your communication strategy, you can use this simple chart:

Today, most communications have moved to social media. This is due to both its 
popularity and relative cheapness. Often, a substantial amount of the communications 
budget is invested in paid advertising on Facebook and other platforms, and while this 
form of communication can be efficient, it is by no means a silver bullet. It's worth 
remembering that without professional SMM managers who can properly target ads, 
using paid social media services is mostly a waste of money. Instead, traditional tools 
such as newsletters or even printed posters can have a much greater response if put in 
the right places. 

To reach out to the media, you don't necessarily need a dedicated PR person or a budget 
for paid publications. Cultural media, or thematic channels or groups on social media, are 
always in need of new content and looking for information about interesting projects, so 
your task is to bring them a story about your project that they may want to share. This 

story should be included in the press release. Here are some simple tips on how to create 
it:

Create your database of media contacts and individual journalists and update it once a 
year. Send personalised emails and do not overuse mass mailings of press releases if you 
do not want them to end up in the spam folder. Remember that people in the media are 
real, and they pay attention to how emails and press releases are written. The more care 
you show to the readers of your press release, the more likely you are to get it published. 
You will most likely need to adapt your press release for different media and platforms, so 
have a basic version on hand that is easy to make copies of, and that you can edit. Also, 
be ready to write the story about your residency yourself for publication in a format 
agreed upon with the media at their request.

Despite all this, social media is still an important, often primary, channel of 
communication with your audience. Try to post regularly on social media: even if it means 
one publication per month, it must be done on a monthly basis. When someone visits 
your social media page for the first time, the first thing that catches their eye is the latest 
publication in your feed, and if it is from last year, they immediately get the impression 
that your page is dead. Keep a calendar of publications where you plan what to post and 
when: this will help you turn SMM into a habit and keep in touch with your audience.

Remember that social media is about interaction. It's a common practice to include a call 
to action in your publications, as it makes it easier to engage your audience. 
Calls to action can be effective, but only if the content of the publication itself is 
engaging. For example, you might attempt to raise a controversial topic or activate a 
strong feeling such as nostalgia in your audience. Avoid automatically adding phrases like 
‘What do you think about this? Share your thoughts in the comments!’ This is perceived 
as a forced attempt to write something ‘in SMM style’. The audience should be engaged 

and attracted naturally through the content of your message. In 
other words, don't try to deceive your audience, and don't expect 
them to be excited about something that isn't exciting. All your 
communications should be honest and open. The best way to 
make your audience feel that you care about them is to answer 
all their questions in a timely manner in comments and 
messages, always be polite, tolerant, and show equal respect to 
all your readers.

And finally, a few words about donors. At every opportunity, 
don't forget to mention those who have supported your 
residency financially or in other ways. This applies to both 
sponsors and partners, volunteers, and all concerned members 
of your community who have contributed to the development of 
the residency. It is a common thing that grant agreements require 
that the logo of the donor or sponsor be included on all project 
communication materials and mentioned in the major project 
communications. This is the basic thing that you should never 
forget. But if you want to establish a long-term relationship with 
your donors, think how else you can express your gratitude: 
introduce them to the residents in person, hold a private closed 
opening before the public opening of an exhibition, give them a 
few copies of the final publication, create a dedicated 
publication about them on social media, etc. Such special 
attention—provided it is appropriate and unobtrusive—will not go 
unnoticed and will add points to your credibility with donors and 
sponsors.

Documentation and Reporting
The importance of documenting all your work cannot be 
overestimated. It may seem obvious: you need to take photos of 
your residents at work and during meetings, document the 
creation of their artworks, film the final exhibitions, and record 
all the residency activities in a narrative report. Yet, proper 
documentation of projects is still a big challenge in Ukraine. 
Because of this, we may never find out about any number of 

interesting residencies that have taken place in the past, but remain only in the memories 
of their participants.

Regardless of whether your residency is funded by a grant or you are doing everything 
independently, documentation and reporting are essential elements of the project’s 
implementation, and they are necessary primarily for you to successfully communicate 
the residency and institutional history. Documenting the process also allows you to 
integrate the experience you have gained as a team and avoid mistakes in the future. 
There is never enough time for this, especially when the residency is in full swing and lots 
of activities are happening, but the point is that you need to document everything during 
activities, not after that. Therefore, documentation should become part of your routine. If 
the residency programme lasts for several weeks (or even months) and is full of activities, 
you should make at least brief notes about what happened and when, while your memory 
is fresh: how many people came to a particular event (registration forms are the best way 
to do this), what places you took the residents to and when, whom you introduced them 
to, etc. This can be done at the end of each week, and this will make your life much easier 
when it comes to creating the final report.

As for photo and video documentation, much will depend on your resources. Large 
residencies usually hire professional production teams to make a short video about each 
resident, including interviews and documentation of their artistic work. You can plan this 
type of documentation from the very beginning, and allocate money for it in your budget. 
If this is not possible, you can arrange interviews with residents and post them in text 
form on your website or social media, or negotiate publication in the media. Invite a 
photographer and/or videographer to come to your location for a fee or as a volunteer to 
capture the residents' work at different stages, and then you can use the footage as you 
choose: post it in your stories, edit it into a final video, create an archive on your website, 
include it in your report, etc. If you have no opportunity to invite a dedicated person, 
choose someone in your team who knows how to use the camera on their phone—this will 
most likely be your communications manager—and include documentation of residency 
activities in their scope of work. This person can also visit the residents from time to time, 
shoot short videos, post them on your social media, and save them for the archive. 

If you plan a final exhibition or other presentation of the results of your residency, 
documentation is necessary, and it is extremely important to do it well. To document the 
exhibition, you should consult with experts who professionally document exhibitions and 
artworks. If this is not feasible, research websites of art galleries and residencies and pay 
attention to how they document their exhibitions. It is important to set up the light 

properly, take photos of each piece from several angles (up close, from the front at a right 
angle, and from a distance, in the environment), as well as take overview shots of the 
exhibition. We recommend that you have documentation of the exhibition both without 
people, so that all the artworks are clearly seen, and with visitors for communication 
purposes.

All of these steps will make it much easier for you to prepare your final report. If it is a 
report for a donor, it should show whether the stated goals of the project have been 
achieved and provide sources that can verify this information. Your report should 
compare the residency plan with what was actually implemented. Each donor has its own 
approved forms and reporting rules, but most of them will include a narrative or 
descriptive part, a media report, and a financial report. Some institutions may 
additionally request a report from an independent auditor. Read all the reporting 
requirements carefully before you start your project—this will save you a serious 
headache later.

Keep your reader in mind when writing a narrative report. Present the facts concisely, 
clearly, and consistently; do not overload your report with unnecessary information, but 
cover all the issues as required by the donor. Make sure that the donor does not have to 
get back to you for more details. A report written carelessly and hastily can lead to the 
termination of cooperation between you and the donor in the future. Keep in mind what 
is of value to you and do not forget to emphasise it in your report (ethical and 
environmental aspects: building sustainable relationships with the local community, etc.).

Be careful with the numbers, and not only in the financial part. Remember: your 
professional reputation depends on the accuracy of the information you provide. Under 
no circumstances should you submit false information in your report. If you have 
achieved less than planned, do not try to hide it, but explain in the report why it 
happened. Most donors understand that such situations can happen. However, if you are 
caught lying, it could put an end to your entire future career.

The media report should include information about audience outreach through all the 
channels you used. We have already mentioned offline event attendance counts above: 
try to track them during your residency. You can find all the statistics about your social 
media outreach (number of likes, views, interactions with your posts, etc.) in the page 
management area. Add information about the total number of posts about your project 
with screenshots of each of them, showing users' reactions and comments. To monitor 
the media, better create a separate file titled ‘clipping’ where you can collect links to all 

mentions of your project in the media. Remember to indicate the date of each 
publication, and the name of the media source, and take screenshots of each publication 
and/or save it as a PDF in case the page disappears or moves to another address. We 
recommend that you do media clipping throughout the project: once you see a new 
publication, add it to your file.

The financial report is usually prepared by the accountant, and to ensure that everything 
works well, organise your document flow so that there is always a person in the team who 
fills out logs, scans, and files primary documentation, and knows exactly where each 
contract, invoice and certificate is, as well as their saved copies. Remember that you have 
to keep most of the documents for at least 3 years, so make sure you have a dry place for 
them in your office that is protected from direct sunlight.
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and/or professional community. This also has its advantages when applying for grants: 
the application can describe straightaway the residents’ focus of interest, the themes to 
be covered, and the expected results. A nominated resident will have more time to get 
ready for the residency, and it will be easier for you to plan the project schedule; as a 
result, this will allow you to implement the residency programme more efficiently.

At the same time, you need to publicly communicate the criteria for your choice of artists 
to avoid possible criticism and accusations of elitism or nepotism. Also, keep in mind that 
being an invitation-only residency has practical disadvantages: for example, such 
residencies will not be accepted into Transartists, the largest network in the world.

Working only with invited artists, you also run the risk of being locked in your own bubble 
and missing out on new and interesting names that you may not even know of. That is 
why most residencies operate on an open call basis. You can have a year-round 
application process and review applications on a rolling basis; this option is suitable for 
individual residencies that are not tied to specific dates. Alternatively, you can hold open 
calls for group residencies that have a clear timeframe. 

Although an open call is by default a more democratic system for attracting residents 
than nomination, you need to make sure that the selection process is transparent and 
impartial. One way to achieve this is to involve independent experts in the evaluation. 
Keep in mind that inviting outside evaluators 
will require additional time to coordinate work 
schedules and a budget to pay for the experts’ 
work. Additionally, it should be noted that the 
presence of independent experts in the jury 
does not guarantee that the competition is 
transparent and impartial. The only real 
safeguard is a well-coordinated, rational, and 
transparently communicated evaluation 
system.

Develop an evaluation system with clearly 
defined criteria and an accurate scale. For 
example, ‘quality of artistic practice’ is a 
subjective evaluation criterion and cannot be 
the only or decisive factor in the selection 

process. If you are not ready to give this criterion up, you should balance it with other, 
more objective criteria, such as artist’s confirmed participation in professional projects in 
the relevant field; compliance of the artist’s practice with the specifics of your residency; 
letters of recommendation; convincing arguments in the motivation letter, etc. Although 
the evaluation of artistic practices can never be fully objective, try to minimise the factor 
of personal tastes and preferences.

When developing the evaluation scale, make sure that the different people who will be 
using it have the same understanding of the meaning of each grade and criteria. It is a 
good practice to create a small handbook for evaluators explaining the specifics of the 
residency programme, what artists you are looking for, and breaking down the evaluation 
criteria and the scale, clarifying what each score means. For example, you can set the 
criterion ‘how integrated the applicant’s practice is into the current institutional art field’ 
and evaluate it on a 4-point scale with the following breakdown: 4 points—the applicant 
has provided confirmation of participation in projects organised by national or municipal 
institutions and several mentions of their practice in professional media; 3 

points—confirmation of participation in projects of municipal or local scale and at least 
one mention in professional media; 2 points—confirmation of participation in at least one 
project; 1 point—no confirmation of participation in any projects. It is important that the 
evaluation criteria are clear not only to the evaluators but also to the applicants 
themselves, so you should publish them (perhaps in an abridged version) in the open call.

Don’t underestimate the value of interviewing the shortlisted finalists to get to know the 
people you are planning to host at your residency. This will give you a better 
understanding of how the artists will interact with others, and may prevent potential 
incidents. A chance to see each other before the residency begins, even through a video 
call, allows you to establish human contact with prospective residents, and is the first 
step in building a quality experience for all the residency participants. A video call can 
also be a good opportunity to show future residents around your residency space.

If some of the applicants did not get into the residency this year, but you really liked their 
applications, invite them to apply next year and keep in touch.

Logistics
It may sound banal but an essential part of organising any residency is making sure that 
the residents have a comfortable arrival, stay, and departure. Your programme may be of 
high curatorial quality, interesting, and useful, but the impression of it can be seriously 
spoiled by poorly organised logistics.

You should start taking care of travel issues as soon as the funding for the residency is 
confirmed. Book the tickets in advance, choosing options that allow changing dates or 
cancelling. If the residents are responsible for buying tickets, provide them with 
step-by-step instructions on how to get to the residency. This is especially true for 
foreigners: keep in mind that without knowing the local language it can be quite difficult 

to find your way around, so it is your responsibility as the organiser to make it as easy as 
possible for the residents. If you are able to meet the residents at the train station or 
airport and take them to the residency, this is the best option.

For the residencies located in remote places, it is necessary to provide a transfer for the 
residents. This can be a chartered bus or your own car if there are few residents, or if 
they do not arrive at the same time. If you organise a transfer through a contract service, 
it is best to make sure that not only a driver but also a residency representative meet the 
residents. 

Create an information sheet for the residents in English and your local language which 
you will send to them in a PDF before the residency starts and print it out so that they 
always have it at hand. Please include the following information:

Also, create an information sheet in your local language for foreign participants to carry 
with your contacts: whom to call in case a resident is detained by the police or has 
sudden health problems.

It is important to give new residents an introductory tour of the facilities and show them 
where to find things and how to use them: from the coffee machine to the photocopier. 
Where the washing machine with detergent is, where the vacuum cleaner, iron, or hair 
dryer are, where they can find clean bedsheets, etc. Such a tour is also a great 
opportunity to announce the general rules of the residency accommodation, such as 
washing your own dishes, sorting the rubbish, and silence after 11 pm (if applicable). 

If the residency takes place in a large city and is a long-term one, it makes sense to buy a 
public transportation pass for the residents. It is also a good practice to send out a 
newsletter at the beginning of the week with a list of the most interesting events in your 
area. If the residency is located in a village or a remote place, you should provide 
residents with options for getting to the nearest hospital, supermarket, and other more 
developed areas. If the participants will not be able to leave your location during the 
entire residency period and you will be responsible for buying food and other essential 
goods, you should inform all the residents in advance and clarify their dietary restrictions 
and possible special needs.

Interaction
A residency that hosts several people simultaneously creates a new micro-community 
that needs to be maintained. So, it is important that no one is left behind or feels 
unwelcome. Therefore, the first days of the residency programme should be dedicated to 
getting to residents getting to know one another and the team, as well as the activities to 
build your artistic community. Events should also be planned throughout the programme 
to facilitate communication (joint meals, parties, outings, etc.). Organise a presentation of 
the participants' artistic practices so that they understand each other’s backgrounds. This 
may encourage them to collaborate during the residency programme. A board with signed 
Polaroid photo portraits of the participants can be a great solution for integration and 
introduction. These photos can later be stored in a dedicated album.

Consider activities to integrate residents into the local community. You can do this 
through public events (lectures, artist talks, or workshops) and by inviting local experts 
(curators, artists, or researchers) to your venue. Be sure to schedule an individual meeting 
with the curator for each resident. Find out how you can be helpful, whom to connect 
with, and what places to visit in your location to deepen the residency research and agree 
on what results are expected from the residency programme.

It is not only the participants who make a residency artistic but also its content. Make 
sure that you have not only a comfortable workspace but also an interesting thematic 
library, a projector, and a screen for joint evening film screenings, board games, yoga 
mats, etc. A good thing to do is to decorate the space with artworks by residency alumni. 
This creates a sense of network and continuity.

Despite all the above activities and events, conflicts may occur during the residency 
programme, and it is your direct responsibility as the organiser to resolve them. If there is 
a conflict between the residents, be a mediator: talk to all parties involved in the conflict 
individually and try to hear all of them to find a compromise. Stay neutral and friendly to 
everyone. If necessary, engage a professional psychologist to help the residents.

If a conflict has occurred between you and a resident, it is crucial to resolve it before the 
programme ends, and if you fail to do so, do your best to ensure that the resident sees 
that you are willing to resolve the situation in a way that takes their interests into 
account. Never give residents the impression that you are indifferent to their needs. 
Unfortunately, a bad reputation spreads much faster than a good one.

If it is clear that the conflict was caused by one person and the situation is not critical, 
you can give them a yellow card and warn them that a red card will mean the end of your 
cooperation. When all possible methods of resolving the situation fail, terminating the 
toxic person's participation in the residency programme is the best solution. It is better to 
inform the resident about your decision in person, but this should also be indicated in an 
email. Agree on the time that the resident needs to pack and organise the logistics. If you 
have donors, be sure to inform them of the situation. Termination of the residency 
programme is an extreme measure that everyone tries to avoid, but sometimes it is the 
only way to keep other residents calm, save your property, and the nerves of everyone 
involved.

It is essential to get feedback from residents about their participation in your programme. 
You can do this in a variety of ways. For example, on the final day, organise a joint lunch 
and talk about the residency in a relaxed atmosphere. However, this approach has its 
disadvantages: what is said orally may be hard to document for further analysis in a 
team, and not all people are ready to share negative experiences openly in the presence 
of others. Therefore, it may be useful to survey the residents after the programme is over. 
Send participants an online form and ask them what they liked about the residency, what 
they found lacking, what to pay more attention to, etc. This approach also has its 
disadvantages: such requests can often remain unanswered as residents dive into their 

next projects. Whichever approach you choose, the most important thing is that you 
receive honest feedback and can work with your team to improve your residency 
programme in the future.

Responsibility
In Ukraine, it is still not always common for residents to sign a formal contract with the 
residency organiser, even though this is a standard practice in much of the Western 
world. This can lead to legal grey areas, abuses (on both sides), shifting of responsibility, 
and, in extreme cases, open conflicts and even litigation. Therefore, when planning and 
operating a residency, it is important not only to think in advance about what the 
residency organiser should be responsible for, but also to legally formalise the organisers’ 
rights and obligations within the framework of cooperation with residents. To do this, the 
residency organiser and the resident should sign an agreement that defines the mutual 
expectations of the parties (in particular, regarding the creation of artworks), the 
residency plan, and a list of rights and obligations for both parties. Such an agreement 
may also cover issues of professional ethics and communication, including how and when 
the resident should mention the residency programme in their public statements.

In your agreement, include a clause on the rules of conduct at the residency and a moral 
code that both participants and the programme organisers must adhere to. The code 
should be based on the principle of respect for human dignity and non-discrimination 
based on race, political, religious and other beliefs, gender, age, gender identity, disability, 
ethnic, or social origin, sexual orientation, marital and financial status, etc. Explicitly spell 
out the unacceptability of aggression, abusive language, sexual harassment, destructive 
behavior, etc. Such a clause will be helpful in resolving conflict situations.

Don't neglect to mention respect and care for the place and the environment: encourage 
residents to be responsible for all inhabitants of your area, both human and other beings.

The resident's responsibilities should include respectful treatment of the residency 
property. If the resident is provided with movable property (equipment, tools, etc.), this 
should also be documented in the acceptance contract. This way, in case of damage to 
the property due to the fault of the resident, it will be possible to apply for compensation.

If the residency programme implies the creation of an intellectual property object, this 
should be stated in the agreement, but the act of transferring the object or its property 
rights to the residency should be formalised in specific documents. These may include an 
author's agreement (an agreement commissioning the artwork from the artist), a 
purchase and sale agreement, an acceptance certificate, an agreement for the storage of 
an artwork for a certain period of time, or a licence agreement for the transfer of property 
rights to an intangible work. Please note that if your residency programme accepts 

artworks from residents, they should be put on the residency's balance sheet and require 
appropriate legal and accounting procedures. We advise you to negotiate non-exclusive 
property rights with your residents to keep your relations with them friendly. It will be an 
advantage for you if the artist uses their rights to an artwork created during their stay at 
your residency.

The agreement should also include the residency organiser’s obligation to ensure proper 
conditions for the resident's stay. The residency organiser may (but is not obliged to) 
assist residents in obtaining a visa, translation, and insurance. The agreement with the 
resident may specify assistance in obtaining a visa, but such support should only be 
offered if the residency organiser is ready to do this and there is a person on staff who 
can assist or provide guidance. When specifying any expenses in an agreement with a 
resident, you should take into account the tax consequences. For example, in order to 
pay a foreign resident an honorarium or other payments, they must obtain a tax number 
in Ukraine and open a bank account. When the residency organiser is a tax agent and 
pays taxes for foreign residents, it is essential to factor in additional payments for income 
and military taxes.

While staying in Ukraine, foreign residents are required to have a medical insurance 
policy. Thus, if a resident needs to visit a doctor, the insurance 
company will reimburse the costs. Pay close attention to the 
terms and conditions of such a policy, as all medical services 
for foreigners in Ukraine are paid.

Unfortunately, there is virtually no precedent for other 
insurance options. Insurance companies are reluctant to 
insure artworks, but if it is possible to conduct an appraisal, 
then in individual cases it is possible to sign an artwork 
insurance contract for the period of storage, exhibition, or 
transportation.

Under martial law, it is the resident's decision, and the 
resident’s decision alone, whether to participate in a residency 
programme in Ukraine, taking into account all the risks. At the 
same time, according to the general regulations of martial law, 
there must be a shelter near the residency location, and when 
holding public events, organisers must take into account 

restrictions on the number of people in the premises at the same time and the ability of 
evacuation. The security of residents can also be specified in the agreement.

And finally, don't forget that responsibility should always be mutual. While giving the 
residents the freedom to create without censorship, the organisers must support them in 
case of possible public conflicts, for example, when the result of the artist's work causes 
outrage among the audience. During this process, you may need to consult a lawyer or a 
psychologist, and you will have to work out a joint diplomatic solution to the situation. 
But in all cases, the resident should feel protected, not abandoned, by the organisation 
that invited them.

We have drafted a bilingual sample Residency Agreement to help you draft your 
agreement with a resident.

Communications
From the perspective of many donors and sponsors, the main criterion for the success of 
a project is its media output. This is one of the reasons why many residencies choose a 
format such as a final exhibition, screening, or other public presentation: this not only 
structures and guides the work of the residents but also is the point in the project when a 
wider audience can learn about the residency. No matter how small your residency 
programme is, you can't afford not to communicate it. At the same time, can the success 
of a residency really be determined by how many times it was written about in the media 
or how many likes these posts got? Can all communications be considered media 
coverage?

Every project is 90% communication: communication with the team, co-organisers, 
contractors, participants, etc. There are two types of communication: internal, within the 
team; and external, which includes communication with donors, partners, and the general 
public. This section focuses on external communication.

Communications are often thought to be something separate from the essence of the 
project. At the core there is the project, or the content part, which is the responsibility of 
the curator and/or artists, and then separately from this there is the project’s PR, which 
should be the responsibility of professionally trained communication managers. 
Technically, this may be true if you work in a large team with a dedicated PR department, 
but in most cases this approach does not work, since your communications are the only 

way the residency exists outside your team. Once again: for anyone who is not directly 
involved in your programme, your residency exists exclusively through the project 
communications that you conduct. Therefore, your residency communications do not 
start with the very first announcement of the open call but rather from the moment you 
choose a project name, develop a mission statement, and fill out the first funding 
application.

Communications are an integral aspect of the residency activities. Every email you send 
to potential or current partners, donors, or government officials is your public face. Every 
appearance you make as a representative of your residency programme at public events, 
even informal ones, adds to your image. That is why each team member is a 
communicator of the residency. Even in the development stage of the residency 
programme, curators, together with the communication managers or (if they are not 
available) on their own, should consider the target audience and design the public 
programme—lectures, discussions, artist talks, etc.—with this in mind. It is the curators, 
not the PR professionals, who should make sure that the concept of the residency and 
the description of the final project (if any) are clear and will be of interest to the 
audience.

Communications are not just about published articles or social media posts. They are also 
about your work with the local community, which often means whether your immediate 
neighbours know what you are doing and whether they like it. Communication with the 
community is critical. Truly successful residencies not only create a quality experience for 
their participants and organisers, they also contribute to the development of the local 
community. This is only possible if you actively involve the community in the residency 
activities: at least by inviting people to your events and introducing them to the residents, 
and ideally by involving them in the programme. This can be done in different ways: by 
surveying the locals about how the residency could contribute to improving the situation 
in the community (for example, by creating workshops for local children with the 
participation of residents); by inviting active community members to join the supervisory 
board or as consultants or volunteers; etc. 

It is your responsibility to ensure meaningful communication between the residents and 
the local community. As already mentioned, the residency location may be exotic to the 
residents and that may be what makes it attractive. This is normal at the beginning of the 
programme, but if the resident keeps perceiving the place as exotic—that is, foreign and 
unfamiliar, even though it is attractive—this is a sign of a communication failure. It is 
crucial to avoid isolating residents and to do so, you should schedule introductory visits 
to the residency for community members, as well as introduce residents to members of 
the professional community in your city, with the help of an interpreter if necessary. The 
more your community is involved in the residency life, the better it will understand its 
benefits and the more it will be responsive to its needs.

Thus, communication becomes a key element of the entire residency project. For this 
reason, you will need to start working on a communication strategy during the concept 
development stage of the project. From the very beginning, you have to answer three 
main questions: 

Defining your target audience (TA) will greatly influence your choice of communication 
channels. Please remember, you are not your target audience. Don't judge it based only 
on your own experience. You need to carefully study who your project is aimed at and 
develop a communication strategy based on the characteristics of each of the target 
audience groups. Your primary target audience will be potential participants of the 
residency programme; the following possible categories may include sponsors, patrons, 
donors (both current and future); media; professional community (artists, curators, 
critics, researchers, etc.); representatives of the local environment (residents, local 
authorities), etc.

Each target audience should have its key messages and communication channels. 
The key message should answer the three following questions:

Make sure that you have identified your target audience and specific key messages 
before you start defining communication channels and tools. Think carefully about 
whether your communication with each target audience will be direct (a coffee meeting, a 
press conference, communicating on social media) or through intermediaries (media, 
influencers, experts, and partners). What media will you use? Digital space (website, 
social media)? Tote bags, T-shirts, posters, flyers, etc.? Why is this particular medium 
efficient for your target audience? Where and how will they be placed and distributed?

To develop your communication strategy, you can use this simple chart:

Today, most communications have moved to social media. This is due to both its 
popularity and relative cheapness. Often, a substantial amount of the communications 
budget is invested in paid advertising on Facebook and other platforms, and while this 
form of communication can be efficient, it is by no means a silver bullet. It's worth 
remembering that without professional SMM managers who can properly target ads, 
using paid social media services is mostly a waste of money. Instead, traditional tools 
such as newsletters or even printed posters can have a much greater response if put in 
the right places. 

To reach out to the media, you don't necessarily need a dedicated PR person or a budget 
for paid publications. Cultural media, or thematic channels or groups on social media, are 
always in need of new content and looking for information about interesting projects, so 
your task is to bring them a story about your project that they may want to share. This 
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story should be included in the press release. Here are some simple tips on how to create 
it:

Create your database of media contacts and individual journalists and update it once a 
year. Send personalised emails and do not overuse mass mailings of press releases if you 
do not want them to end up in the spam folder. Remember that people in the media are 
real, and they pay attention to how emails and press releases are written. The more care 
you show to the readers of your press release, the more likely you are to get it published. 
You will most likely need to adapt your press release for different media and platforms, so 
have a basic version on hand that is easy to make copies of, and that you can edit. Also, 
be ready to write the story about your residency yourself for publication in a format 
agreed upon with the media at their request.

Despite all this, social media is still an important, often primary, channel of 
communication with your audience. Try to post regularly on social media: even if it means 
one publication per month, it must be done on a monthly basis. When someone visits 
your social media page for the first time, the first thing that catches their eye is the latest 
publication in your feed, and if it is from last year, they immediately get the impression 
that your page is dead. Keep a calendar of publications where you plan what to post and 
when: this will help you turn SMM into a habit and keep in touch with your audience.

Remember that social media is about interaction. It's a common practice to include a call 
to action in your publications, as it makes it easier to engage your audience. 
Calls to action can be effective, but only if the content of the publication itself is 
engaging. For example, you might attempt to raise a controversial topic or activate a 
strong feeling such as nostalgia in your audience. Avoid automatically adding phrases like 
‘What do you think about this? Share your thoughts in the comments!’ This is perceived 
as a forced attempt to write something ‘in SMM style’. The audience should be engaged 

and attracted naturally through the content of your message. In 
other words, don't try to deceive your audience, and don't expect 
them to be excited about something that isn't exciting. All your 
communications should be honest and open. The best way to 
make your audience feel that you care about them is to answer 
all their questions in a timely manner in comments and 
messages, always be polite, tolerant, and show equal respect to 
all your readers.

And finally, a few words about donors. At every opportunity, 
don't forget to mention those who have supported your 
residency financially or in other ways. This applies to both 
sponsors and partners, volunteers, and all concerned members 
of your community who have contributed to the development of 
the residency. It is a common thing that grant agreements require 
that the logo of the donor or sponsor be included on all project 
communication materials and mentioned in the major project 
communications. This is the basic thing that you should never 
forget. But if you want to establish a long-term relationship with 
your donors, think how else you can express your gratitude: 
introduce them to the residents in person, hold a private closed 
opening before the public opening of an exhibition, give them a 
few copies of the final publication, create a dedicated 
publication about them on social media, etc. Such special 
attention—provided it is appropriate and unobtrusive—will not go 
unnoticed and will add points to your credibility with donors and 
sponsors.

Documentation and Reporting
The importance of documenting all your work cannot be 
overestimated. It may seem obvious: you need to take photos of 
your residents at work and during meetings, document the 
creation of their artworks, film the final exhibitions, and record 
all the residency activities in a narrative report. Yet, proper 
documentation of projects is still a big challenge in Ukraine. 
Because of this, we may never find out about any number of 

interesting residencies that have taken place in the past, but remain only in the memories 
of their participants.

Regardless of whether your residency is funded by a grant or you are doing everything 
independently, documentation and reporting are essential elements of the project’s 
implementation, and they are necessary primarily for you to successfully communicate 
the residency and institutional history. Documenting the process also allows you to 
integrate the experience you have gained as a team and avoid mistakes in the future. 
There is never enough time for this, especially when the residency is in full swing and lots 
of activities are happening, but the point is that you need to document everything during 
activities, not after that. Therefore, documentation should become part of your routine. If 
the residency programme lasts for several weeks (or even months) and is full of activities, 
you should make at least brief notes about what happened and when, while your memory 
is fresh: how many people came to a particular event (registration forms are the best way 
to do this), what places you took the residents to and when, whom you introduced them 
to, etc. This can be done at the end of each week, and this will make your life much easier 
when it comes to creating the final report.

As for photo and video documentation, much will depend on your resources. Large 
residencies usually hire professional production teams to make a short video about each 
resident, including interviews and documentation of their artistic work. You can plan this 
type of documentation from the very beginning, and allocate money for it in your budget. 
If this is not possible, you can arrange interviews with residents and post them in text 
form on your website or social media, or negotiate publication in the media. Invite a 
photographer and/or videographer to come to your location for a fee or as a volunteer to 
capture the residents' work at different stages, and then you can use the footage as you 
choose: post it in your stories, edit it into a final video, create an archive on your website, 
include it in your report, etc. If you have no opportunity to invite a dedicated person, 
choose someone in your team who knows how to use the camera on their phone—this will 
most likely be your communications manager—and include documentation of residency 
activities in their scope of work. This person can also visit the residents from time to time, 
shoot short videos, post them on your social media, and save them for the archive. 

If you plan a final exhibition or other presentation of the results of your residency, 
documentation is necessary, and it is extremely important to do it well. To document the 
exhibition, you should consult with experts who professionally document exhibitions and 
artworks. If this is not feasible, research websites of art galleries and residencies and pay 
attention to how they document their exhibitions. It is important to set up the light 

properly, take photos of each piece from several angles (up close, from the front at a right 
angle, and from a distance, in the environment), as well as take overview shots of the 
exhibition. We recommend that you have documentation of the exhibition both without 
people, so that all the artworks are clearly seen, and with visitors for communication 
purposes.

All of these steps will make it much easier for you to prepare your final report. If it is a 
report for a donor, it should show whether the stated goals of the project have been 
achieved and provide sources that can verify this information. Your report should 
compare the residency plan with what was actually implemented. Each donor has its own 
approved forms and reporting rules, but most of them will include a narrative or 
descriptive part, a media report, and a financial report. Some institutions may 
additionally request a report from an independent auditor. Read all the reporting 
requirements carefully before you start your project—this will save you a serious 
headache later.

Keep your reader in mind when writing a narrative report. Present the facts concisely, 
clearly, and consistently; do not overload your report with unnecessary information, but 
cover all the issues as required by the donor. Make sure that the donor does not have to 
get back to you for more details. A report written carelessly and hastily can lead to the 
termination of cooperation between you and the donor in the future. Keep in mind what 
is of value to you and do not forget to emphasise it in your report (ethical and 
environmental aspects: building sustainable relationships with the local community, etc.).

Be careful with the numbers, and not only in the financial part. Remember: your 
professional reputation depends on the accuracy of the information you provide. Under 
no circumstances should you submit false information in your report. If you have 
achieved less than planned, do not try to hide it, but explain in the report why it 
happened. Most donors understand that such situations can happen. However, if you are 
caught lying, it could put an end to your entire future career.

The media report should include information about audience outreach through all the 
channels you used. We have already mentioned offline event attendance counts above: 
try to track them during your residency. You can find all the statistics about your social 
media outreach (number of likes, views, interactions with your posts, etc.) in the page 
management area. Add information about the total number of posts about your project 
with screenshots of each of them, showing users' reactions and comments. To monitor 
the media, better create a separate file titled ‘clipping’ where you can collect links to all 

mentions of your project in the media. Remember to indicate the date of each 
publication, and the name of the media source, and take screenshots of each publication 
and/or save it as a PDF in case the page disappears or moves to another address. We 
recommend that you do media clipping throughout the project: once you see a new 
publication, add it to your file.

The financial report is usually prepared by the accountant, and to ensure that everything 
works well, organise your document flow so that there is always a person in the team who 
fills out logs, scans, and files primary documentation, and knows exactly where each 
contract, invoice and certificate is, as well as their saved copies. Remember that you have 
to keep most of the documents for at least 3 years, so make sure you have a dry place for 
them in your office that is protected from direct sunlight.
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and/or professional community. This also has its advantages when applying for grants: 
the application can describe straightaway the residents’ focus of interest, the themes to 
be covered, and the expected results. A nominated resident will have more time to get 
ready for the residency, and it will be easier for you to plan the project schedule; as a 
result, this will allow you to implement the residency programme more efficiently.

At the same time, you need to publicly communicate the criteria for your choice of artists 
to avoid possible criticism and accusations of elitism or nepotism. Also, keep in mind that 
being an invitation-only residency has practical disadvantages: for example, such 
residencies will not be accepted into Transartists, the largest network in the world.

Working only with invited artists, you also run the risk of being locked in your own bubble 
and missing out on new and interesting names that you may not even know of. That is 
why most residencies operate on an open call basis. You can have a year-round 
application process and review applications on a rolling basis; this option is suitable for 
individual residencies that are not tied to specific dates. Alternatively, you can hold open 
calls for group residencies that have a clear timeframe. 

Although an open call is by default a more democratic system for attracting residents 
than nomination, you need to make sure that the selection process is transparent and 
impartial. One way to achieve this is to involve independent experts in the evaluation. 
Keep in mind that inviting outside evaluators 
will require additional time to coordinate work 
schedules and a budget to pay for the experts’ 
work. Additionally, it should be noted that the 
presence of independent experts in the jury 
does not guarantee that the competition is 
transparent and impartial. The only real 
safeguard is a well-coordinated, rational, and 
transparently communicated evaluation 
system.

Develop an evaluation system with clearly 
defined criteria and an accurate scale. For 
example, ‘quality of artistic practice’ is a 
subjective evaluation criterion and cannot be 
the only or decisive factor in the selection 

process. If you are not ready to give this criterion up, you should balance it with other, 
more objective criteria, such as artist’s confirmed participation in professional projects in 
the relevant field; compliance of the artist’s practice with the specifics of your residency; 
letters of recommendation; convincing arguments in the motivation letter, etc. Although 
the evaluation of artistic practices can never be fully objective, try to minimise the factor 
of personal tastes and preferences.

When developing the evaluation scale, make sure that the different people who will be 
using it have the same understanding of the meaning of each grade and criteria. It is a 
good practice to create a small handbook for evaluators explaining the specifics of the 
residency programme, what artists you are looking for, and breaking down the evaluation 
criteria and the scale, clarifying what each score means. For example, you can set the 
criterion ‘how integrated the applicant’s practice is into the current institutional art field’ 
and evaluate it on a 4-point scale with the following breakdown: 4 points—the applicant 
has provided confirmation of participation in projects organised by national or municipal 
institutions and several mentions of their practice in professional media; 3 

points—confirmation of participation in projects of municipal or local scale and at least 
one mention in professional media; 2 points—confirmation of participation in at least one 
project; 1 point—no confirmation of participation in any projects. It is important that the 
evaluation criteria are clear not only to the evaluators but also to the applicants 
themselves, so you should publish them (perhaps in an abridged version) in the open call.

Don’t underestimate the value of interviewing the shortlisted finalists to get to know the 
people you are planning to host at your residency. This will give you a better 
understanding of how the artists will interact with others, and may prevent potential 
incidents. A chance to see each other before the residency begins, even through a video 
call, allows you to establish human contact with prospective residents, and is the first 
step in building a quality experience for all the residency participants. A video call can 
also be a good opportunity to show future residents around your residency space.

If some of the applicants did not get into the residency this year, but you really liked their 
applications, invite them to apply next year and keep in touch.

Logistics
It may sound banal but an essential part of organising any residency is making sure that 
the residents have a comfortable arrival, stay, and departure. Your programme may be of 
high curatorial quality, interesting, and useful, but the impression of it can be seriously 
spoiled by poorly organised logistics.

You should start taking care of travel issues as soon as the funding for the residency is 
confirmed. Book the tickets in advance, choosing options that allow changing dates or 
cancelling. If the residents are responsible for buying tickets, provide them with 
step-by-step instructions on how to get to the residency. This is especially true for 
foreigners: keep in mind that without knowing the local language it can be quite difficult 

to find your way around, so it is your responsibility as the organiser to make it as easy as 
possible for the residents. If you are able to meet the residents at the train station or 
airport and take them to the residency, this is the best option.

For the residencies located in remote places, it is necessary to provide a transfer for the 
residents. This can be a chartered bus or your own car if there are few residents, or if 
they do not arrive at the same time. If you organise a transfer through a contract service, 
it is best to make sure that not only a driver but also a residency representative meet the 
residents. 

Create an information sheet for the residents in English and your local language which 
you will send to them in a PDF before the residency starts and print it out so that they 
always have it at hand. Please include the following information:

Also, create an information sheet in your local language for foreign participants to carry 
with your contacts: whom to call in case a resident is detained by the police or has 
sudden health problems.

It is important to give new residents an introductory tour of the facilities and show them 
where to find things and how to use them: from the coffee machine to the photocopier. 
Where the washing machine with detergent is, where the vacuum cleaner, iron, or hair 
dryer are, where they can find clean bedsheets, etc. Such a tour is also a great 
opportunity to announce the general rules of the residency accommodation, such as 
washing your own dishes, sorting the rubbish, and silence after 11 pm (if applicable). 

If the residency takes place in a large city and is a long-term one, it makes sense to buy a 
public transportation pass for the residents. It is also a good practice to send out a 
newsletter at the beginning of the week with a list of the most interesting events in your 
area. If the residency is located in a village or a remote place, you should provide 
residents with options for getting to the nearest hospital, supermarket, and other more 
developed areas. If the participants will not be able to leave your location during the 
entire residency period and you will be responsible for buying food and other essential 
goods, you should inform all the residents in advance and clarify their dietary restrictions 
and possible special needs.

Interaction
A residency that hosts several people simultaneously creates a new micro-community 
that needs to be maintained. So, it is important that no one is left behind or feels 
unwelcome. Therefore, the first days of the residency programme should be dedicated to 
getting to residents getting to know one another and the team, as well as the activities to 
build your artistic community. Events should also be planned throughout the programme 
to facilitate communication (joint meals, parties, outings, etc.). Organise a presentation of 
the participants' artistic practices so that they understand each other’s backgrounds. This 
may encourage them to collaborate during the residency programme. A board with signed 
Polaroid photo portraits of the participants can be a great solution for integration and 
introduction. These photos can later be stored in a dedicated album.

Consider activities to integrate residents into the local community. You can do this 
through public events (lectures, artist talks, or workshops) and by inviting local experts 
(curators, artists, or researchers) to your venue. Be sure to schedule an individual meeting 
with the curator for each resident. Find out how you can be helpful, whom to connect 
with, and what places to visit in your location to deepen the residency research and agree 
on what results are expected from the residency programme.

It is not only the participants who make a residency artistic but also its content. Make 
sure that you have not only a comfortable workspace but also an interesting thematic 
library, a projector, and a screen for joint evening film screenings, board games, yoga 
mats, etc. A good thing to do is to decorate the space with artworks by residency alumni. 
This creates a sense of network and continuity.

Despite all the above activities and events, conflicts may occur during the residency 
programme, and it is your direct responsibility as the organiser to resolve them. If there is 
a conflict between the residents, be a mediator: talk to all parties involved in the conflict 
individually and try to hear all of them to find a compromise. Stay neutral and friendly to 
everyone. If necessary, engage a professional psychologist to help the residents.

If a conflict has occurred between you and a resident, it is crucial to resolve it before the 
programme ends, and if you fail to do so, do your best to ensure that the resident sees 
that you are willing to resolve the situation in a way that takes their interests into 
account. Never give residents the impression that you are indifferent to their needs. 
Unfortunately, a bad reputation spreads much faster than a good one.

If it is clear that the conflict was caused by one person and the situation is not critical, 
you can give them a yellow card and warn them that a red card will mean the end of your 
cooperation. When all possible methods of resolving the situation fail, terminating the 
toxic person's participation in the residency programme is the best solution. It is better to 
inform the resident about your decision in person, but this should also be indicated in an 
email. Agree on the time that the resident needs to pack and organise the logistics. If you 
have donors, be sure to inform them of the situation. Termination of the residency 
programme is an extreme measure that everyone tries to avoid, but sometimes it is the 
only way to keep other residents calm, save your property, and the nerves of everyone 
involved.

It is essential to get feedback from residents about their participation in your programme. 
You can do this in a variety of ways. For example, on the final day, organise a joint lunch 
and talk about the residency in a relaxed atmosphere. However, this approach has its 
disadvantages: what is said orally may be hard to document for further analysis in a 
team, and not all people are ready to share negative experiences openly in the presence 
of others. Therefore, it may be useful to survey the residents after the programme is over. 
Send participants an online form and ask them what they liked about the residency, what 
they found lacking, what to pay more attention to, etc. This approach also has its 
disadvantages: such requests can often remain unanswered as residents dive into their 

next projects. Whichever approach you choose, the most important thing is that you 
receive honest feedback and can work with your team to improve your residency 
programme in the future.

Responsibility
In Ukraine, it is still not always common for residents to sign a formal contract with the 
residency organiser, even though this is a standard practice in much of the Western 
world. This can lead to legal grey areas, abuses (on both sides), shifting of responsibility, 
and, in extreme cases, open conflicts and even litigation. Therefore, when planning and 
operating a residency, it is important not only to think in advance about what the 
residency organiser should be responsible for, but also to legally formalise the organisers’ 
rights and obligations within the framework of cooperation with residents. To do this, the 
residency organiser and the resident should sign an agreement that defines the mutual 
expectations of the parties (in particular, regarding the creation of artworks), the 
residency plan, and a list of rights and obligations for both parties. Such an agreement 
may also cover issues of professional ethics and communication, including how and when 
the resident should mention the residency programme in their public statements.

In your agreement, include a clause on the rules of conduct at the residency and a moral 
code that both participants and the programme organisers must adhere to. The code 
should be based on the principle of respect for human dignity and non-discrimination 
based on race, political, religious and other beliefs, gender, age, gender identity, disability, 
ethnic, or social origin, sexual orientation, marital and financial status, etc. Explicitly spell 
out the unacceptability of aggression, abusive language, sexual harassment, destructive 
behavior, etc. Such a clause will be helpful in resolving conflict situations.

Don't neglect to mention respect and care for the place and the environment: encourage 
residents to be responsible for all inhabitants of your area, both human and other beings.

The resident's responsibilities should include respectful treatment of the residency 
property. If the resident is provided with movable property (equipment, tools, etc.), this 
should also be documented in the acceptance contract. This way, in case of damage to 
the property due to the fault of the resident, it will be possible to apply for compensation.

If the residency programme implies the creation of an intellectual property object, this 
should be stated in the agreement, but the act of transferring the object or its property 
rights to the residency should be formalised in specific documents. These may include an 
author's agreement (an agreement commissioning the artwork from the artist), a 
purchase and sale agreement, an acceptance certificate, an agreement for the storage of 
an artwork for a certain period of time, or a licence agreement for the transfer of property 
rights to an intangible work. Please note that if your residency programme accepts 

artworks from residents, they should be put on the residency's balance sheet and require 
appropriate legal and accounting procedures. We advise you to negotiate non-exclusive 
property rights with your residents to keep your relations with them friendly. It will be an 
advantage for you if the artist uses their rights to an artwork created during their stay at 
your residency.

The agreement should also include the residency organiser’s obligation to ensure proper 
conditions for the resident's stay. The residency organiser may (but is not obliged to) 
assist residents in obtaining a visa, translation, and insurance. The agreement with the 
resident may specify assistance in obtaining a visa, but such support should only be 
offered if the residency organiser is ready to do this and there is a person on staff who 
can assist or provide guidance. When specifying any expenses in an agreement with a 
resident, you should take into account the tax consequences. For example, in order to 
pay a foreign resident an honorarium or other payments, they must obtain a tax number 
in Ukraine and open a bank account. When the residency organiser is a tax agent and 
pays taxes for foreign residents, it is essential to factor in additional payments for income 
and military taxes.

While staying in Ukraine, foreign residents are required to have a medical insurance 
policy. Thus, if a resident needs to visit a doctor, the insurance 
company will reimburse the costs. Pay close attention to the 
terms and conditions of such a policy, as all medical services 
for foreigners in Ukraine are paid.

Unfortunately, there is virtually no precedent for other 
insurance options. Insurance companies are reluctant to 
insure artworks, but if it is possible to conduct an appraisal, 
then in individual cases it is possible to sign an artwork 
insurance contract for the period of storage, exhibition, or 
transportation.

Under martial law, it is the resident's decision, and the 
resident’s decision alone, whether to participate in a residency 
programme in Ukraine, taking into account all the risks. At the 
same time, according to the general regulations of martial law, 
there must be a shelter near the residency location, and when 
holding public events, organisers must take into account 

restrictions on the number of people in the premises at the same time and the ability of 
evacuation. The security of residents can also be specified in the agreement.

And finally, don't forget that responsibility should always be mutual. While giving the 
residents the freedom to create without censorship, the organisers must support them in 
case of possible public conflicts, for example, when the result of the artist's work causes 
outrage among the audience. During this process, you may need to consult a lawyer or a 
psychologist, and you will have to work out a joint diplomatic solution to the situation. 
But in all cases, the resident should feel protected, not abandoned, by the organisation 
that invited them.

We have drafted a bilingual sample Residency Agreement to help you draft your 
agreement with a resident.

Communications
From the perspective of many donors and sponsors, the main criterion for the success of 
a project is its media output. This is one of the reasons why many residencies choose a 
format such as a final exhibition, screening, or other public presentation: this not only 
structures and guides the work of the residents but also is the point in the project when a 
wider audience can learn about the residency. No matter how small your residency 
programme is, you can't afford not to communicate it. At the same time, can the success 
of a residency really be determined by how many times it was written about in the media 
or how many likes these posts got? Can all communications be considered media 
coverage?

Every project is 90% communication: communication with the team, co-organisers, 
contractors, participants, etc. There are two types of communication: internal, within the 
team; and external, which includes communication with donors, partners, and the general 
public. This section focuses on external communication.

Communications are often thought to be something separate from the essence of the 
project. At the core there is the project, or the content part, which is the responsibility of 
the curator and/or artists, and then separately from this there is the project’s PR, which 
should be the responsibility of professionally trained communication managers. 
Technically, this may be true if you work in a large team with a dedicated PR department, 
but in most cases this approach does not work, since your communications are the only 

way the residency exists outside your team. Once again: for anyone who is not directly 
involved in your programme, your residency exists exclusively through the project 
communications that you conduct. Therefore, your residency communications do not 
start with the very first announcement of the open call but rather from the moment you 
choose a project name, develop a mission statement, and fill out the first funding 
application.

Communications are an integral aspect of the residency activities. Every email you send 
to potential or current partners, donors, or government officials is your public face. Every 
appearance you make as a representative of your residency programme at public events, 
even informal ones, adds to your image. That is why each team member is a 
communicator of the residency. Even in the development stage of the residency 
programme, curators, together with the communication managers or (if they are not 
available) on their own, should consider the target audience and design the public 
programme—lectures, discussions, artist talks, etc.—with this in mind. It is the curators, 
not the PR professionals, who should make sure that the concept of the residency and 
the description of the final project (if any) are clear and will be of interest to the 
audience.

Communications are not just about published articles or social media posts. They are also 
about your work with the local community, which often means whether your immediate 
neighbours know what you are doing and whether they like it. Communication with the 
community is critical. Truly successful residencies not only create a quality experience for 
their participants and organisers, they also contribute to the development of the local 
community. This is only possible if you actively involve the community in the residency 
activities: at least by inviting people to your events and introducing them to the residents, 
and ideally by involving them in the programme. This can be done in different ways: by 
surveying the locals about how the residency could contribute to improving the situation 
in the community (for example, by creating workshops for local children with the 
participation of residents); by inviting active community members to join the supervisory 
board or as consultants or volunteers; etc. 

It is your responsibility to ensure meaningful communication between the residents and 
the local community. As already mentioned, the residency location may be exotic to the 
residents and that may be what makes it attractive. This is normal at the beginning of the 
programme, but if the resident keeps perceiving the place as exotic—that is, foreign and 
unfamiliar, even though it is attractive—this is a sign of a communication failure. It is 
crucial to avoid isolating residents and to do so, you should schedule introductory visits 
to the residency for community members, as well as introduce residents to members of 
the professional community in your city, with the help of an interpreter if necessary. The 
more your community is involved in the residency life, the better it will understand its 
benefits and the more it will be responsive to its needs.

Thus, communication becomes a key element of the entire residency project. For this 
reason, you will need to start working on a communication strategy during the concept 
development stage of the project. From the very beginning, you have to answer three 
main questions: 

Defining your target audience (TA) will greatly influence your choice of communication 
channels. Please remember, you are not your target audience. Don't judge it based only 
on your own experience. You need to carefully study who your project is aimed at and 
develop a communication strategy based on the characteristics of each of the target 
audience groups. Your primary target audience will be potential participants of the 
residency programme; the following possible categories may include sponsors, patrons, 
donors (both current and future); media; professional community (artists, curators, 
critics, researchers, etc.); representatives of the local environment (residents, local 
authorities), etc.

Each target audience should have its key messages and communication channels. 
The key message should answer the three following questions:

Make sure that you have identified your target audience and specific key messages 
before you start defining communication channels and tools. Think carefully about 
whether your communication with each target audience will be direct (a coffee meeting, a 
press conference, communicating on social media) or through intermediaries (media, 
influencers, experts, and partners). What media will you use? Digital space (website, 
social media)? Tote bags, T-shirts, posters, flyers, etc.? Why is this particular medium 
efficient for your target audience? Where and how will they be placed and distributed?

To develop your communication strategy, you can use this simple chart:

Today, most communications have moved to social media. This is due to both its 
popularity and relative cheapness. Often, a substantial amount of the communications 
budget is invested in paid advertising on Facebook and other platforms, and while this 
form of communication can be efficient, it is by no means a silver bullet. It's worth 
remembering that without professional SMM managers who can properly target ads, 
using paid social media services is mostly a waste of money. Instead, traditional tools 
such as newsletters or even printed posters can have a much greater response if put in 
the right places. 

To reach out to the media, you don't necessarily need a dedicated PR person or a budget 
for paid publications. Cultural media, or thematic channels or groups on social media, are 
always in need of new content and looking for information about interesting projects, so 
your task is to bring them a story about your project that they may want to share. This 

story should be included in the press release. Here are some simple tips on how to create 
it:

Create your database of media contacts and individual journalists and update it once a 
year. Send personalised emails and do not overuse mass mailings of press releases if you 
do not want them to end up in the spam folder. Remember that people in the media are 
real, and they pay attention to how emails and press releases are written. The more care 
you show to the readers of your press release, the more likely you are to get it published. 
You will most likely need to adapt your press release for different media and platforms, so 
have a basic version on hand that is easy to make copies of, and that you can edit. Also, 
be ready to write the story about your residency yourself for publication in a format 
agreed upon with the media at their request.

“We have to search for new ways of sharing information and stories.”
Leonid Marushchak, researcher and member of DE NE DE 
(Vinnytsia)

Make your press release brief (all the essential information should fit on one page), 
but at the same time provide comprehensive information about the project
Make the headline as concise as possible, without unnecessary details and evaluative 
adjectives, in order to clearly convey the essence of the news: ‘X does Y for Z’
Provide all the key information about the project (what, where, when) in the first 
paragraph
Don't forget to add links to your website and social media where people can learn 
more about the residency
Use a neutral style in your press release, avoid words like ‘amazing’, ‘incredible’, etc.
Proofread the text of your press release carefully to avoid mistakes and typos that 
may make it look unprofessional
Always save your press release in PDF format so that it can be displayed consistently 
on any device
Attach visuals to the press release and include credits
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Despite all this, social media is still an important, often primary, channel of 
communication with your audience. Try to post regularly on social media: even if it means 
one publication per month, it must be done on a monthly basis. When someone visits 
your social media page for the first time, the first thing that catches their eye is the latest 
publication in your feed, and if it is from last year, they immediately get the impression 
that your page is dead. Keep a calendar of publications where you plan what to post and 
when: this will help you turn SMM into a habit and keep in touch with your audience.

Remember that social media is about interaction. It's a common practice to include a call 
to action in your publications, as it makes it easier to engage your audience. 
Calls to action can be effective, but only if the content of the publication itself is 
engaging. For example, you might attempt to raise a controversial topic or activate a 
strong feeling such as nostalgia in your audience. Avoid automatically adding phrases like 
‘What do you think about this? Share your thoughts in the comments!’ This is perceived 
as a forced attempt to write something ‘in SMM style’. The audience should be engaged 

and attracted naturally through the content of your message. In 
other words, don't try to deceive your audience, and don't expect 
them to be excited about something that isn't exciting. All your 
communications should be honest and open. The best way to 
make your audience feel that you care about them is to answer 
all their questions in a timely manner in comments and 
messages, always be polite, tolerant, and show equal respect to 
all your readers.

And finally, a few words about donors. At every opportunity, 
don't forget to mention those who have supported your 
residency financially or in other ways. This applies to both 
sponsors and partners, volunteers, and all concerned members 
of your community who have contributed to the development of 
the residency. It is a common thing that grant agreements require 
that the logo of the donor or sponsor be included on all project 
communication materials and mentioned in the major project 
communications. This is the basic thing that you should never 
forget. But if you want to establish a long-term relationship with 
your donors, think how else you can express your gratitude: 
introduce them to the residents in person, hold a private closed 
opening before the public opening of an exhibition, give them a 
few copies of the final publication, create a dedicated 
publication about them on social media, etc. Such special 
attention—provided it is appropriate and unobtrusive—will not go 
unnoticed and will add points to your credibility with donors and 
sponsors.

Documentation and Reporting
The importance of documenting all your work cannot be 
overestimated. It may seem obvious: you need to take photos of 
your residents at work and during meetings, document the 
creation of their artworks, film the final exhibitions, and record 
all the residency activities in a narrative report. Yet, proper 
documentation of projects is still a big challenge in Ukraine. 
Because of this, we may never find out about any number of 

interesting residencies that have taken place in the past, but remain only in the memories 
of their participants.

Regardless of whether your residency is funded by a grant or you are doing everything 
independently, documentation and reporting are essential elements of the project’s 
implementation, and they are necessary primarily for you to successfully communicate 
the residency and institutional history. Documenting the process also allows you to 
integrate the experience you have gained as a team and avoid mistakes in the future. 
There is never enough time for this, especially when the residency is in full swing and lots 
of activities are happening, but the point is that you need to document everything during 
activities, not after that. Therefore, documentation should become part of your routine. If 
the residency programme lasts for several weeks (or even months) and is full of activities, 
you should make at least brief notes about what happened and when, while your memory 
is fresh: how many people came to a particular event (registration forms are the best way 
to do this), what places you took the residents to and when, whom you introduced them 
to, etc. This can be done at the end of each week, and this will make your life much easier 
when it comes to creating the final report.

As for photo and video documentation, much will depend on your resources. Large 
residencies usually hire professional production teams to make a short video about each 
resident, including interviews and documentation of their artistic work. You can plan this 
type of documentation from the very beginning, and allocate money for it in your budget. 
If this is not possible, you can arrange interviews with residents and post them in text 
form on your website or social media, or negotiate publication in the media. Invite a 
photographer and/or videographer to come to your location for a fee or as a volunteer to 
capture the residents' work at different stages, and then you can use the footage as you 
choose: post it in your stories, edit it into a final video, create an archive on your website, 
include it in your report, etc. If you have no opportunity to invite a dedicated person, 
choose someone in your team who knows how to use the camera on their phone—this will 
most likely be your communications manager—and include documentation of residency 
activities in their scope of work. This person can also visit the residents from time to time, 
shoot short videos, post them on your social media, and save them for the archive. 

If you plan a final exhibition or other presentation of the results of your residency, 
documentation is necessary, and it is extremely important to do it well. To document the 
exhibition, you should consult with experts who professionally document exhibitions and 
artworks. If this is not feasible, research websites of art galleries and residencies and pay 
attention to how they document their exhibitions. It is important to set up the light 

properly, take photos of each piece from several angles (up close, from the front at a right 
angle, and from a distance, in the environment), as well as take overview shots of the 
exhibition. We recommend that you have documentation of the exhibition both without 
people, so that all the artworks are clearly seen, and with visitors for communication 
purposes.

All of these steps will make it much easier for you to prepare your final report. If it is a 
report for a donor, it should show whether the stated goals of the project have been 
achieved and provide sources that can verify this information. Your report should 
compare the residency plan with what was actually implemented. Each donor has its own 
approved forms and reporting rules, but most of them will include a narrative or 
descriptive part, a media report, and a financial report. Some institutions may 
additionally request a report from an independent auditor. Read all the reporting 
requirements carefully before you start your project—this will save you a serious 
headache later.

Keep your reader in mind when writing a narrative report. Present the facts concisely, 
clearly, and consistently; do not overload your report with unnecessary information, but 
cover all the issues as required by the donor. Make sure that the donor does not have to 
get back to you for more details. A report written carelessly and hastily can lead to the 
termination of cooperation between you and the donor in the future. Keep in mind what 
is of value to you and do not forget to emphasise it in your report (ethical and 
environmental aspects: building sustainable relationships with the local community, etc.).

Be careful with the numbers, and not only in the financial part. Remember: your 
professional reputation depends on the accuracy of the information you provide. Under 
no circumstances should you submit false information in your report. If you have 
achieved less than planned, do not try to hide it, but explain in the report why it 
happened. Most donors understand that such situations can happen. However, if you are 
caught lying, it could put an end to your entire future career.

The media report should include information about audience outreach through all the 
channels you used. We have already mentioned offline event attendance counts above: 
try to track them during your residency. You can find all the statistics about your social 
media outreach (number of likes, views, interactions with your posts, etc.) in the page 
management area. Add information about the total number of posts about your project 
with screenshots of each of them, showing users' reactions and comments. To monitor 
the media, better create a separate file titled ‘clipping’ where you can collect links to all 

mentions of your project in the media. Remember to indicate the date of each 
publication, and the name of the media source, and take screenshots of each publication 
and/or save it as a PDF in case the page disappears or moves to another address. We 
recommend that you do media clipping throughout the project: once you see a new 
publication, add it to your file.

The financial report is usually prepared by the accountant, and to ensure that everything 
works well, organise your document flow so that there is always a person in the team who 
fills out logs, scans, and files primary documentation, and knows exactly where each 
contract, invoice and certificate is, as well as their saved copies. Remember that you have 
to keep most of the documents for at least 3 years, so make sure you have a dry place for 
them in your office that is protected from direct sunlight.
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and/or professional community. This also has its advantages when applying for grants: 
the application can describe straightaway the residents’ focus of interest, the themes to 
be covered, and the expected results. A nominated resident will have more time to get 
ready for the residency, and it will be easier for you to plan the project schedule; as a 
result, this will allow you to implement the residency programme more efficiently.

At the same time, you need to publicly communicate the criteria for your choice of artists 
to avoid possible criticism and accusations of elitism or nepotism. Also, keep in mind that 
being an invitation-only residency has practical disadvantages: for example, such 
residencies will not be accepted into Transartists, the largest network in the world.

Working only with invited artists, you also run the risk of being locked in your own bubble 
and missing out on new and interesting names that you may not even know of. That is 
why most residencies operate on an open call basis. You can have a year-round 
application process and review applications on a rolling basis; this option is suitable for 
individual residencies that are not tied to specific dates. Alternatively, you can hold open 
calls for group residencies that have a clear timeframe. 

Although an open call is by default a more democratic system for attracting residents 
than nomination, you need to make sure that the selection process is transparent and 
impartial. One way to achieve this is to involve independent experts in the evaluation. 
Keep in mind that inviting outside evaluators 
will require additional time to coordinate work 
schedules and a budget to pay for the experts’ 
work. Additionally, it should be noted that the 
presence of independent experts in the jury 
does not guarantee that the competition is 
transparent and impartial. The only real 
safeguard is a well-coordinated, rational, and 
transparently communicated evaluation 
system.

Develop an evaluation system with clearly 
defined criteria and an accurate scale. For 
example, ‘quality of artistic practice’ is a 
subjective evaluation criterion and cannot be 
the only or decisive factor in the selection 

process. If you are not ready to give this criterion up, you should balance it with other, 
more objective criteria, such as artist’s confirmed participation in professional projects in 
the relevant field; compliance of the artist’s practice with the specifics of your residency; 
letters of recommendation; convincing arguments in the motivation letter, etc. Although 
the evaluation of artistic practices can never be fully objective, try to minimise the factor 
of personal tastes and preferences.

When developing the evaluation scale, make sure that the different people who will be 
using it have the same understanding of the meaning of each grade and criteria. It is a 
good practice to create a small handbook for evaluators explaining the specifics of the 
residency programme, what artists you are looking for, and breaking down the evaluation 
criteria and the scale, clarifying what each score means. For example, you can set the 
criterion ‘how integrated the applicant’s practice is into the current institutional art field’ 
and evaluate it on a 4-point scale with the following breakdown: 4 points—the applicant 
has provided confirmation of participation in projects organised by national or municipal 
institutions and several mentions of their practice in professional media; 3 

points—confirmation of participation in projects of municipal or local scale and at least 
one mention in professional media; 2 points—confirmation of participation in at least one 
project; 1 point—no confirmation of participation in any projects. It is important that the 
evaluation criteria are clear not only to the evaluators but also to the applicants 
themselves, so you should publish them (perhaps in an abridged version) in the open call.

Don’t underestimate the value of interviewing the shortlisted finalists to get to know the 
people you are planning to host at your residency. This will give you a better 
understanding of how the artists will interact with others, and may prevent potential 
incidents. A chance to see each other before the residency begins, even through a video 
call, allows you to establish human contact with prospective residents, and is the first 
step in building a quality experience for all the residency participants. A video call can 
also be a good opportunity to show future residents around your residency space.

If some of the applicants did not get into the residency this year, but you really liked their 
applications, invite them to apply next year and keep in touch.

Logistics
It may sound banal but an essential part of organising any residency is making sure that 
the residents have a comfortable arrival, stay, and departure. Your programme may be of 
high curatorial quality, interesting, and useful, but the impression of it can be seriously 
spoiled by poorly organised logistics.

You should start taking care of travel issues as soon as the funding for the residency is 
confirmed. Book the tickets in advance, choosing options that allow changing dates or 
cancelling. If the residents are responsible for buying tickets, provide them with 
step-by-step instructions on how to get to the residency. This is especially true for 
foreigners: keep in mind that without knowing the local language it can be quite difficult 

to find your way around, so it is your responsibility as the organiser to make it as easy as 
possible for the residents. If you are able to meet the residents at the train station or 
airport and take them to the residency, this is the best option.

For the residencies located in remote places, it is necessary to provide a transfer for the 
residents. This can be a chartered bus or your own car if there are few residents, or if 
they do not arrive at the same time. If you organise a transfer through a contract service, 
it is best to make sure that not only a driver but also a residency representative meet the 
residents. 

Create an information sheet for the residents in English and your local language which 
you will send to them in a PDF before the residency starts and print it out so that they 
always have it at hand. Please include the following information:

Also, create an information sheet in your local language for foreign participants to carry 
with your contacts: whom to call in case a resident is detained by the police or has 
sudden health problems.

It is important to give new residents an introductory tour of the facilities and show them 
where to find things and how to use them: from the coffee machine to the photocopier. 
Where the washing machine with detergent is, where the vacuum cleaner, iron, or hair 
dryer are, where they can find clean bedsheets, etc. Such a tour is also a great 
opportunity to announce the general rules of the residency accommodation, such as 
washing your own dishes, sorting the rubbish, and silence after 11 pm (if applicable). 

If the residency takes place in a large city and is a long-term one, it makes sense to buy a 
public transportation pass for the residents. It is also a good practice to send out a 
newsletter at the beginning of the week with a list of the most interesting events in your 
area. If the residency is located in a village or a remote place, you should provide 
residents with options for getting to the nearest hospital, supermarket, and other more 
developed areas. If the participants will not be able to leave your location during the 
entire residency period and you will be responsible for buying food and other essential 
goods, you should inform all the residents in advance and clarify their dietary restrictions 
and possible special needs.

Interaction
A residency that hosts several people simultaneously creates a new micro-community 
that needs to be maintained. So, it is important that no one is left behind or feels 
unwelcome. Therefore, the first days of the residency programme should be dedicated to 
getting to residents getting to know one another and the team, as well as the activities to 
build your artistic community. Events should also be planned throughout the programme 
to facilitate communication (joint meals, parties, outings, etc.). Organise a presentation of 
the participants' artistic practices so that they understand each other’s backgrounds. This 
may encourage them to collaborate during the residency programme. A board with signed 
Polaroid photo portraits of the participants can be a great solution for integration and 
introduction. These photos can later be stored in a dedicated album.

Consider activities to integrate residents into the local community. You can do this 
through public events (lectures, artist talks, or workshops) and by inviting local experts 
(curators, artists, or researchers) to your venue. Be sure to schedule an individual meeting 
with the curator for each resident. Find out how you can be helpful, whom to connect 
with, and what places to visit in your location to deepen the residency research and agree 
on what results are expected from the residency programme.

It is not only the participants who make a residency artistic but also its content. Make 
sure that you have not only a comfortable workspace but also an interesting thematic 
library, a projector, and a screen for joint evening film screenings, board games, yoga 
mats, etc. A good thing to do is to decorate the space with artworks by residency alumni. 
This creates a sense of network and continuity.

Despite all the above activities and events, conflicts may occur during the residency 
programme, and it is your direct responsibility as the organiser to resolve them. If there is 
a conflict between the residents, be a mediator: talk to all parties involved in the conflict 
individually and try to hear all of them to find a compromise. Stay neutral and friendly to 
everyone. If necessary, engage a professional psychologist to help the residents.

If a conflict has occurred between you and a resident, it is crucial to resolve it before the 
programme ends, and if you fail to do so, do your best to ensure that the resident sees 
that you are willing to resolve the situation in a way that takes their interests into 
account. Never give residents the impression that you are indifferent to their needs. 
Unfortunately, a bad reputation spreads much faster than a good one.

If it is clear that the conflict was caused by one person and the situation is not critical, 
you can give them a yellow card and warn them that a red card will mean the end of your 
cooperation. When all possible methods of resolving the situation fail, terminating the 
toxic person's participation in the residency programme is the best solution. It is better to 
inform the resident about your decision in person, but this should also be indicated in an 
email. Agree on the time that the resident needs to pack and organise the logistics. If you 
have donors, be sure to inform them of the situation. Termination of the residency 
programme is an extreme measure that everyone tries to avoid, but sometimes it is the 
only way to keep other residents calm, save your property, and the nerves of everyone 
involved.

It is essential to get feedback from residents about their participation in your programme. 
You can do this in a variety of ways. For example, on the final day, organise a joint lunch 
and talk about the residency in a relaxed atmosphere. However, this approach has its 
disadvantages: what is said orally may be hard to document for further analysis in a 
team, and not all people are ready to share negative experiences openly in the presence 
of others. Therefore, it may be useful to survey the residents after the programme is over. 
Send participants an online form and ask them what they liked about the residency, what 
they found lacking, what to pay more attention to, etc. This approach also has its 
disadvantages: such requests can often remain unanswered as residents dive into their 

next projects. Whichever approach you choose, the most important thing is that you 
receive honest feedback and can work with your team to improve your residency 
programme in the future.

Responsibility
In Ukraine, it is still not always common for residents to sign a formal contract with the 
residency organiser, even though this is a standard practice in much of the Western 
world. This can lead to legal grey areas, abuses (on both sides), shifting of responsibility, 
and, in extreme cases, open conflicts and even litigation. Therefore, when planning and 
operating a residency, it is important not only to think in advance about what the 
residency organiser should be responsible for, but also to legally formalise the organisers’ 
rights and obligations within the framework of cooperation with residents. To do this, the 
residency organiser and the resident should sign an agreement that defines the mutual 
expectations of the parties (in particular, regarding the creation of artworks), the 
residency plan, and a list of rights and obligations for both parties. Such an agreement 
may also cover issues of professional ethics and communication, including how and when 
the resident should mention the residency programme in their public statements.

In your agreement, include a clause on the rules of conduct at the residency and a moral 
code that both participants and the programme organisers must adhere to. The code 
should be based on the principle of respect for human dignity and non-discrimination 
based on race, political, religious and other beliefs, gender, age, gender identity, disability, 
ethnic, or social origin, sexual orientation, marital and financial status, etc. Explicitly spell 
out the unacceptability of aggression, abusive language, sexual harassment, destructive 
behavior, etc. Such a clause will be helpful in resolving conflict situations.

Don't neglect to mention respect and care for the place and the environment: encourage 
residents to be responsible for all inhabitants of your area, both human and other beings.

The resident's responsibilities should include respectful treatment of the residency 
property. If the resident is provided with movable property (equipment, tools, etc.), this 
should also be documented in the acceptance contract. This way, in case of damage to 
the property due to the fault of the resident, it will be possible to apply for compensation.

If the residency programme implies the creation of an intellectual property object, this 
should be stated in the agreement, but the act of transferring the object or its property 
rights to the residency should be formalised in specific documents. These may include an 
author's agreement (an agreement commissioning the artwork from the artist), a 
purchase and sale agreement, an acceptance certificate, an agreement for the storage of 
an artwork for a certain period of time, or a licence agreement for the transfer of property 
rights to an intangible work. Please note that if your residency programme accepts 

artworks from residents, they should be put on the residency's balance sheet and require 
appropriate legal and accounting procedures. We advise you to negotiate non-exclusive 
property rights with your residents to keep your relations with them friendly. It will be an 
advantage for you if the artist uses their rights to an artwork created during their stay at 
your residency.

The agreement should also include the residency organiser’s obligation to ensure proper 
conditions for the resident's stay. The residency organiser may (but is not obliged to) 
assist residents in obtaining a visa, translation, and insurance. The agreement with the 
resident may specify assistance in obtaining a visa, but such support should only be 
offered if the residency organiser is ready to do this and there is a person on staff who 
can assist or provide guidance. When specifying any expenses in an agreement with a 
resident, you should take into account the tax consequences. For example, in order to 
pay a foreign resident an honorarium or other payments, they must obtain a tax number 
in Ukraine and open a bank account. When the residency organiser is a tax agent and 
pays taxes for foreign residents, it is essential to factor in additional payments for income 
and military taxes.

While staying in Ukraine, foreign residents are required to have a medical insurance 
policy. Thus, if a resident needs to visit a doctor, the insurance 
company will reimburse the costs. Pay close attention to the 
terms and conditions of such a policy, as all medical services 
for foreigners in Ukraine are paid.

Unfortunately, there is virtually no precedent for other 
insurance options. Insurance companies are reluctant to 
insure artworks, but if it is possible to conduct an appraisal, 
then in individual cases it is possible to sign an artwork 
insurance contract for the period of storage, exhibition, or 
transportation.

Under martial law, it is the resident's decision, and the 
resident’s decision alone, whether to participate in a residency 
programme in Ukraine, taking into account all the risks. At the 
same time, according to the general regulations of martial law, 
there must be a shelter near the residency location, and when 
holding public events, organisers must take into account 

restrictions on the number of people in the premises at the same time and the ability of 
evacuation. The security of residents can also be specified in the agreement.

And finally, don't forget that responsibility should always be mutual. While giving the 
residents the freedom to create without censorship, the organisers must support them in 
case of possible public conflicts, for example, when the result of the artist's work causes 
outrage among the audience. During this process, you may need to consult a lawyer or a 
psychologist, and you will have to work out a joint diplomatic solution to the situation. 
But in all cases, the resident should feel protected, not abandoned, by the organisation 
that invited them.

We have drafted a bilingual sample Residency Agreement to help you draft your 
agreement with a resident.

Communications
From the perspective of many donors and sponsors, the main criterion for the success of 
a project is its media output. This is one of the reasons why many residencies choose a 
format such as a final exhibition, screening, or other public presentation: this not only 
structures and guides the work of the residents but also is the point in the project when a 
wider audience can learn about the residency. No matter how small your residency 
programme is, you can't afford not to communicate it. At the same time, can the success 
of a residency really be determined by how many times it was written about in the media 
or how many likes these posts got? Can all communications be considered media 
coverage?

Every project is 90% communication: communication with the team, co-organisers, 
contractors, participants, etc. There are two types of communication: internal, within the 
team; and external, which includes communication with donors, partners, and the general 
public. This section focuses on external communication.

Communications are often thought to be something separate from the essence of the 
project. At the core there is the project, or the content part, which is the responsibility of 
the curator and/or artists, and then separately from this there is the project’s PR, which 
should be the responsibility of professionally trained communication managers. 
Technically, this may be true if you work in a large team with a dedicated PR department, 
but in most cases this approach does not work, since your communications are the only 

way the residency exists outside your team. Once again: for anyone who is not directly 
involved in your programme, your residency exists exclusively through the project 
communications that you conduct. Therefore, your residency communications do not 
start with the very first announcement of the open call but rather from the moment you 
choose a project name, develop a mission statement, and fill out the first funding 
application.

Communications are an integral aspect of the residency activities. Every email you send 
to potential or current partners, donors, or government officials is your public face. Every 
appearance you make as a representative of your residency programme at public events, 
even informal ones, adds to your image. That is why each team member is a 
communicator of the residency. Even in the development stage of the residency 
programme, curators, together with the communication managers or (if they are not 
available) on their own, should consider the target audience and design the public 
programme—lectures, discussions, artist talks, etc.—with this in mind. It is the curators, 
not the PR professionals, who should make sure that the concept of the residency and 
the description of the final project (if any) are clear and will be of interest to the 
audience.

Communications are not just about published articles or social media posts. They are also 
about your work with the local community, which often means whether your immediate 
neighbours know what you are doing and whether they like it. Communication with the 
community is critical. Truly successful residencies not only create a quality experience for 
their participants and organisers, they also contribute to the development of the local 
community. This is only possible if you actively involve the community in the residency 
activities: at least by inviting people to your events and introducing them to the residents, 
and ideally by involving them in the programme. This can be done in different ways: by 
surveying the locals about how the residency could contribute to improving the situation 
in the community (for example, by creating workshops for local children with the 
participation of residents); by inviting active community members to join the supervisory 
board or as consultants or volunteers; etc. 

It is your responsibility to ensure meaningful communication between the residents and 
the local community. As already mentioned, the residency location may be exotic to the 
residents and that may be what makes it attractive. This is normal at the beginning of the 
programme, but if the resident keeps perceiving the place as exotic—that is, foreign and 
unfamiliar, even though it is attractive—this is a sign of a communication failure. It is 
crucial to avoid isolating residents and to do so, you should schedule introductory visits 
to the residency for community members, as well as introduce residents to members of 
the professional community in your city, with the help of an interpreter if necessary. The 
more your community is involved in the residency life, the better it will understand its 
benefits and the more it will be responsive to its needs.

Thus, communication becomes a key element of the entire residency project. For this 
reason, you will need to start working on a communication strategy during the concept 
development stage of the project. From the very beginning, you have to answer three 
main questions: 

Defining your target audience (TA) will greatly influence your choice of communication 
channels. Please remember, you are not your target audience. Don't judge it based only 
on your own experience. You need to carefully study who your project is aimed at and 
develop a communication strategy based on the characteristics of each of the target 
audience groups. Your primary target audience will be potential participants of the 
residency programme; the following possible categories may include sponsors, patrons, 
donors (both current and future); media; professional community (artists, curators, 
critics, researchers, etc.); representatives of the local environment (residents, local 
authorities), etc.

Each target audience should have its key messages and communication channels. 
The key message should answer the three following questions:

Make sure that you have identified your target audience and specific key messages 
before you start defining communication channels and tools. Think carefully about 
whether your communication with each target audience will be direct (a coffee meeting, a 
press conference, communicating on social media) or through intermediaries (media, 
influencers, experts, and partners). What media will you use? Digital space (website, 
social media)? Tote bags, T-shirts, posters, flyers, etc.? Why is this particular medium 
efficient for your target audience? Where and how will they be placed and distributed?

To develop your communication strategy, you can use this simple chart:

Today, most communications have moved to social media. This is due to both its 
popularity and relative cheapness. Often, a substantial amount of the communications 
budget is invested in paid advertising on Facebook and other platforms, and while this 
form of communication can be efficient, it is by no means a silver bullet. It's worth 
remembering that without professional SMM managers who can properly target ads, 
using paid social media services is mostly a waste of money. Instead, traditional tools 
such as newsletters or even printed posters can have a much greater response if put in 
the right places. 

To reach out to the media, you don't necessarily need a dedicated PR person or a budget 
for paid publications. Cultural media, or thematic channels or groups on social media, are 
always in need of new content and looking for information about interesting projects, so 
your task is to bring them a story about your project that they may want to share. This 

story should be included in the press release. Here are some simple tips on how to create 
it:

Create your database of media contacts and individual journalists and update it once a 
year. Send personalised emails and do not overuse mass mailings of press releases if you 
do not want them to end up in the spam folder. Remember that people in the media are 
real, and they pay attention to how emails and press releases are written. The more care 
you show to the readers of your press release, the more likely you are to get it published. 
You will most likely need to adapt your press release for different media and platforms, so 
have a basic version on hand that is easy to make copies of, and that you can edit. Also, 
be ready to write the story about your residency yourself for publication in a format 
agreed upon with the media at their request.

Despite all this, social media is still an important, often primary, channel of 
communication with your audience. Try to post regularly on social media: even if it means 
one publication per month, it must be done on a monthly basis. When someone visits 
your social media page for the first time, the first thing that catches their eye is the latest 
publication in your feed, and if it is from last year, they immediately get the impression 
that your page is dead. Keep a calendar of publications where you plan what to post and 
when: this will help you turn SMM into a habit and keep in touch with your audience.

Remember that social media is about interaction. It's a common practice to include a call 
to action in your publications, as it makes it easier to engage your audience. 
Calls to action can be effective, but only if the content of the publication itself is 
engaging. For example, you might attempt to raise a controversial topic or activate a 
strong feeling such as nostalgia in your audience. Avoid automatically adding phrases like 
‘What do you think about this? Share your thoughts in the comments!’ This is perceived 
as a forced attempt to write something ‘in SMM style’. The audience should be engaged 

and attracted naturally through the content of your message. In 
other words, don't try to deceive your audience, and don't expect 
them to be excited about something that isn't exciting. All your 
communications should be honest and open. The best way to 
make your audience feel that you care about them is to answer 
all their questions in a timely manner in comments and 
messages, always be polite, tolerant, and show equal respect to 
all your readers.

And finally, a few words about donors. At every opportunity, 
don't forget to mention those who have supported your 
residency financially or in other ways. This applies to both 
sponsors and partners, volunteers, and all concerned members 
of your community who have contributed to the development of 
the residency. It is a common thing that grant agreements require 
that the logo of the donor or sponsor be included on all project 
communication materials and mentioned in the major project 
communications. This is the basic thing that you should never 
forget. But if you want to establish a long-term relationship with 
your donors, think how else you can express your gratitude: 
introduce them to the residents in person, hold a private closed 
opening before the public opening of an exhibition, give them a 
few copies of the final publication, create a dedicated 
publication about them on social media, etc. Such special 
attention—provided it is appropriate and unobtrusive—will not go 
unnoticed and will add points to your credibility with donors and 
sponsors.

Documentation and Reporting
The importance of documenting all your work cannot be 
overestimated. It may seem obvious: you need to take photos of 
your residents at work and during meetings, document the 
creation of their artworks, film the final exhibitions, and record 
all the residency activities in a narrative report. Yet, proper 
documentation of projects is still a big challenge in Ukraine. 
Because of this, we may never find out about any number of 

interesting residencies that have taken place in the past, but remain only in the memories 
of their participants.

Regardless of whether your residency is funded by a grant or you are doing everything 
independently, documentation and reporting are essential elements of the project’s 
implementation, and they are necessary primarily for you to successfully communicate 
the residency and institutional history. Documenting the process also allows you to 
integrate the experience you have gained as a team and avoid mistakes in the future. 
There is never enough time for this, especially when the residency is in full swing and lots 
of activities are happening, but the point is that you need to document everything during 
activities, not after that. Therefore, documentation should become part of your routine. If 
the residency programme lasts for several weeks (or even months) and is full of activities, 
you should make at least brief notes about what happened and when, while your memory 
is fresh: how many people came to a particular event (registration forms are the best way 
to do this), what places you took the residents to and when, whom you introduced them 
to, etc. This can be done at the end of each week, and this will make your life much easier 
when it comes to creating the final report.

As for photo and video documentation, much will depend on your resources. Large 
residencies usually hire professional production teams to make a short video about each 
resident, including interviews and documentation of their artistic work. You can plan this 
type of documentation from the very beginning, and allocate money for it in your budget. 
If this is not possible, you can arrange interviews with residents and post them in text 
form on your website or social media, or negotiate publication in the media. Invite a 
photographer and/or videographer to come to your location for a fee or as a volunteer to 
capture the residents' work at different stages, and then you can use the footage as you 
choose: post it in your stories, edit it into a final video, create an archive on your website, 
include it in your report, etc. If you have no opportunity to invite a dedicated person, 
choose someone in your team who knows how to use the camera on their phone—this will 
most likely be your communications manager—and include documentation of residency 
activities in their scope of work. This person can also visit the residents from time to time, 
shoot short videos, post them on your social media, and save them for the archive. 

If you plan a final exhibition or other presentation of the results of your residency, 
documentation is necessary, and it is extremely important to do it well. To document the 
exhibition, you should consult with experts who professionally document exhibitions and 
artworks. If this is not feasible, research websites of art galleries and residencies and pay 
attention to how they document their exhibitions. It is important to set up the light 

properly, take photos of each piece from several angles (up close, from the front at a right 
angle, and from a distance, in the environment), as well as take overview shots of the 
exhibition. We recommend that you have documentation of the exhibition both without 
people, so that all the artworks are clearly seen, and with visitors for communication 
purposes.

All of these steps will make it much easier for you to prepare your final report. If it is a 
report for a donor, it should show whether the stated goals of the project have been 
achieved and provide sources that can verify this information. Your report should 
compare the residency plan with what was actually implemented. Each donor has its own 
approved forms and reporting rules, but most of them will include a narrative or 
descriptive part, a media report, and a financial report. Some institutions may 
additionally request a report from an independent auditor. Read all the reporting 
requirements carefully before you start your project—this will save you a serious 
headache later.

Keep your reader in mind when writing a narrative report. Present the facts concisely, 
clearly, and consistently; do not overload your report with unnecessary information, but 
cover all the issues as required by the donor. Make sure that the donor does not have to 
get back to you for more details. A report written carelessly and hastily can lead to the 
termination of cooperation between you and the donor in the future. Keep in mind what 
is of value to you and do not forget to emphasise it in your report (ethical and 
environmental aspects: building sustainable relationships with the local community, etc.).

Be careful with the numbers, and not only in the financial part. Remember: your 
professional reputation depends on the accuracy of the information you provide. Under 
no circumstances should you submit false information in your report. If you have 
achieved less than planned, do not try to hide it, but explain in the report why it 
happened. Most donors understand that such situations can happen. However, if you are 
caught lying, it could put an end to your entire future career.

The media report should include information about audience outreach through all the 
channels you used. We have already mentioned offline event attendance counts above: 
try to track them during your residency. You can find all the statistics about your social 
media outreach (number of likes, views, interactions with your posts, etc.) in the page 
management area. Add information about the total number of posts about your project 
with screenshots of each of them, showing users' reactions and comments. To monitor 
the media, better create a separate file titled ‘clipping’ where you can collect links to all 

mentions of your project in the media. Remember to indicate the date of each 
publication, and the name of the media source, and take screenshots of each publication 
and/or save it as a PDF in case the page disappears or moves to another address. We 
recommend that you do media clipping throughout the project: once you see a new 
publication, add it to your file.

The financial report is usually prepared by the accountant, and to ensure that everything 
works well, organise your document flow so that there is always a person in the team who 
fills out logs, scans, and files primary documentation, and knows exactly where each 
contract, invoice and certificate is, as well as their saved copies. Remember that you have 
to keep most of the documents for at least 3 years, so make sure you have a dry place for 
them in your office that is protected from direct sunlight.
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and/or professional community. This also has its advantages when applying for grants: 
the application can describe straightaway the residents’ focus of interest, the themes to 
be covered, and the expected results. A nominated resident will have more time to get 
ready for the residency, and it will be easier for you to plan the project schedule; as a 
result, this will allow you to implement the residency programme more efficiently.

At the same time, you need to publicly communicate the criteria for your choice of artists 
to avoid possible criticism and accusations of elitism or nepotism. Also, keep in mind that 
being an invitation-only residency has practical disadvantages: for example, such 
residencies will not be accepted into Transartists, the largest network in the world.

Working only with invited artists, you also run the risk of being locked in your own bubble 
and missing out on new and interesting names that you may not even know of. That is 
why most residencies operate on an open call basis. You can have a year-round 
application process and review applications on a rolling basis; this option is suitable for 
individual residencies that are not tied to specific dates. Alternatively, you can hold open 
calls for group residencies that have a clear timeframe. 

Although an open call is by default a more democratic system for attracting residents 
than nomination, you need to make sure that the selection process is transparent and 
impartial. One way to achieve this is to involve independent experts in the evaluation. 
Keep in mind that inviting outside evaluators 
will require additional time to coordinate work 
schedules and a budget to pay for the experts’ 
work. Additionally, it should be noted that the 
presence of independent experts in the jury 
does not guarantee that the competition is 
transparent and impartial. The only real 
safeguard is a well-coordinated, rational, and 
transparently communicated evaluation 
system.

Develop an evaluation system with clearly 
defined criteria and an accurate scale. For 
example, ‘quality of artistic practice’ is a 
subjective evaluation criterion and cannot be 
the only or decisive factor in the selection 

process. If you are not ready to give this criterion up, you should balance it with other, 
more objective criteria, such as artist’s confirmed participation in professional projects in 
the relevant field; compliance of the artist’s practice with the specifics of your residency; 
letters of recommendation; convincing arguments in the motivation letter, etc. Although 
the evaluation of artistic practices can never be fully objective, try to minimise the factor 
of personal tastes and preferences.

When developing the evaluation scale, make sure that the different people who will be 
using it have the same understanding of the meaning of each grade and criteria. It is a 
good practice to create a small handbook for evaluators explaining the specifics of the 
residency programme, what artists you are looking for, and breaking down the evaluation 
criteria and the scale, clarifying what each score means. For example, you can set the 
criterion ‘how integrated the applicant’s practice is into the current institutional art field’ 
and evaluate it on a 4-point scale with the following breakdown: 4 points—the applicant 
has provided confirmation of participation in projects organised by national or municipal 
institutions and several mentions of their practice in professional media; 3 

points—confirmation of participation in projects of municipal or local scale and at least 
one mention in professional media; 2 points—confirmation of participation in at least one 
project; 1 point—no confirmation of participation in any projects. It is important that the 
evaluation criteria are clear not only to the evaluators but also to the applicants 
themselves, so you should publish them (perhaps in an abridged version) in the open call.

Don’t underestimate the value of interviewing the shortlisted finalists to get to know the 
people you are planning to host at your residency. This will give you a better 
understanding of how the artists will interact with others, and may prevent potential 
incidents. A chance to see each other before the residency begins, even through a video 
call, allows you to establish human contact with prospective residents, and is the first 
step in building a quality experience for all the residency participants. A video call can 
also be a good opportunity to show future residents around your residency space.

If some of the applicants did not get into the residency this year, but you really liked their 
applications, invite them to apply next year and keep in touch.

Logistics
It may sound banal but an essential part of organising any residency is making sure that 
the residents have a comfortable arrival, stay, and departure. Your programme may be of 
high curatorial quality, interesting, and useful, but the impression of it can be seriously 
spoiled by poorly organised logistics.

You should start taking care of travel issues as soon as the funding for the residency is 
confirmed. Book the tickets in advance, choosing options that allow changing dates or 
cancelling. If the residents are responsible for buying tickets, provide them with 
step-by-step instructions on how to get to the residency. This is especially true for 
foreigners: keep in mind that without knowing the local language it can be quite difficult 

to find your way around, so it is your responsibility as the organiser to make it as easy as 
possible for the residents. If you are able to meet the residents at the train station or 
airport and take them to the residency, this is the best option.

For the residencies located in remote places, it is necessary to provide a transfer for the 
residents. This can be a chartered bus or your own car if there are few residents, or if 
they do not arrive at the same time. If you organise a transfer through a contract service, 
it is best to make sure that not only a driver but also a residency representative meet the 
residents. 

Create an information sheet for the residents in English and your local language which 
you will send to them in a PDF before the residency starts and print it out so that they 
always have it at hand. Please include the following information:

Also, create an information sheet in your local language for foreign participants to carry 
with your contacts: whom to call in case a resident is detained by the police or has 
sudden health problems.

It is important to give new residents an introductory tour of the facilities and show them 
where to find things and how to use them: from the coffee machine to the photocopier. 
Where the washing machine with detergent is, where the vacuum cleaner, iron, or hair 
dryer are, where they can find clean bedsheets, etc. Such a tour is also a great 
opportunity to announce the general rules of the residency accommodation, such as 
washing your own dishes, sorting the rubbish, and silence after 11 pm (if applicable). 

If the residency takes place in a large city and is a long-term one, it makes sense to buy a 
public transportation pass for the residents. It is also a good practice to send out a 
newsletter at the beginning of the week with a list of the most interesting events in your 
area. If the residency is located in a village or a remote place, you should provide 
residents with options for getting to the nearest hospital, supermarket, and other more 
developed areas. If the participants will not be able to leave your location during the 
entire residency period and you will be responsible for buying food and other essential 
goods, you should inform all the residents in advance and clarify their dietary restrictions 
and possible special needs.

Interaction
A residency that hosts several people simultaneously creates a new micro-community 
that needs to be maintained. So, it is important that no one is left behind or feels 
unwelcome. Therefore, the first days of the residency programme should be dedicated to 
getting to residents getting to know one another and the team, as well as the activities to 
build your artistic community. Events should also be planned throughout the programme 
to facilitate communication (joint meals, parties, outings, etc.). Organise a presentation of 
the participants' artistic practices so that they understand each other’s backgrounds. This 
may encourage them to collaborate during the residency programme. A board with signed 
Polaroid photo portraits of the participants can be a great solution for integration and 
introduction. These photos can later be stored in a dedicated album.

Consider activities to integrate residents into the local community. You can do this 
through public events (lectures, artist talks, or workshops) and by inviting local experts 
(curators, artists, or researchers) to your venue. Be sure to schedule an individual meeting 
with the curator for each resident. Find out how you can be helpful, whom to connect 
with, and what places to visit in your location to deepen the residency research and agree 
on what results are expected from the residency programme.

It is not only the participants who make a residency artistic but also its content. Make 
sure that you have not only a comfortable workspace but also an interesting thematic 
library, a projector, and a screen for joint evening film screenings, board games, yoga 
mats, etc. A good thing to do is to decorate the space with artworks by residency alumni. 
This creates a sense of network and continuity.

Despite all the above activities and events, conflicts may occur during the residency 
programme, and it is your direct responsibility as the organiser to resolve them. If there is 
a conflict between the residents, be a mediator: talk to all parties involved in the conflict 
individually and try to hear all of them to find a compromise. Stay neutral and friendly to 
everyone. If necessary, engage a professional psychologist to help the residents.

If a conflict has occurred between you and a resident, it is crucial to resolve it before the 
programme ends, and if you fail to do so, do your best to ensure that the resident sees 
that you are willing to resolve the situation in a way that takes their interests into 
account. Never give residents the impression that you are indifferent to their needs. 
Unfortunately, a bad reputation spreads much faster than a good one.

If it is clear that the conflict was caused by one person and the situation is not critical, 
you can give them a yellow card and warn them that a red card will mean the end of your 
cooperation. When all possible methods of resolving the situation fail, terminating the 
toxic person's participation in the residency programme is the best solution. It is better to 
inform the resident about your decision in person, but this should also be indicated in an 
email. Agree on the time that the resident needs to pack and organise the logistics. If you 
have donors, be sure to inform them of the situation. Termination of the residency 
programme is an extreme measure that everyone tries to avoid, but sometimes it is the 
only way to keep other residents calm, save your property, and the nerves of everyone 
involved.

It is essential to get feedback from residents about their participation in your programme. 
You can do this in a variety of ways. For example, on the final day, organise a joint lunch 
and talk about the residency in a relaxed atmosphere. However, this approach has its 
disadvantages: what is said orally may be hard to document for further analysis in a 
team, and not all people are ready to share negative experiences openly in the presence 
of others. Therefore, it may be useful to survey the residents after the programme is over. 
Send participants an online form and ask them what they liked about the residency, what 
they found lacking, what to pay more attention to, etc. This approach also has its 
disadvantages: such requests can often remain unanswered as residents dive into their 

next projects. Whichever approach you choose, the most important thing is that you 
receive honest feedback and can work with your team to improve your residency 
programme in the future.

Responsibility
In Ukraine, it is still not always common for residents to sign a formal contract with the 
residency organiser, even though this is a standard practice in much of the Western 
world. This can lead to legal grey areas, abuses (on both sides), shifting of responsibility, 
and, in extreme cases, open conflicts and even litigation. Therefore, when planning and 
operating a residency, it is important not only to think in advance about what the 
residency organiser should be responsible for, but also to legally formalise the organisers’ 
rights and obligations within the framework of cooperation with residents. To do this, the 
residency organiser and the resident should sign an agreement that defines the mutual 
expectations of the parties (in particular, regarding the creation of artworks), the 
residency plan, and a list of rights and obligations for both parties. Such an agreement 
may also cover issues of professional ethics and communication, including how and when 
the resident should mention the residency programme in their public statements.

In your agreement, include a clause on the rules of conduct at the residency and a moral 
code that both participants and the programme organisers must adhere to. The code 
should be based on the principle of respect for human dignity and non-discrimination 
based on race, political, religious and other beliefs, gender, age, gender identity, disability, 
ethnic, or social origin, sexual orientation, marital and financial status, etc. Explicitly spell 
out the unacceptability of aggression, abusive language, sexual harassment, destructive 
behavior, etc. Such a clause will be helpful in resolving conflict situations.

Don't neglect to mention respect and care for the place and the environment: encourage 
residents to be responsible for all inhabitants of your area, both human and other beings.

The resident's responsibilities should include respectful treatment of the residency 
property. If the resident is provided with movable property (equipment, tools, etc.), this 
should also be documented in the acceptance contract. This way, in case of damage to 
the property due to the fault of the resident, it will be possible to apply for compensation.

If the residency programme implies the creation of an intellectual property object, this 
should be stated in the agreement, but the act of transferring the object or its property 
rights to the residency should be formalised in specific documents. These may include an 
author's agreement (an agreement commissioning the artwork from the artist), a 
purchase and sale agreement, an acceptance certificate, an agreement for the storage of 
an artwork for a certain period of time, or a licence agreement for the transfer of property 
rights to an intangible work. Please note that if your residency programme accepts 

artworks from residents, they should be put on the residency's balance sheet and require 
appropriate legal and accounting procedures. We advise you to negotiate non-exclusive 
property rights with your residents to keep your relations with them friendly. It will be an 
advantage for you if the artist uses their rights to an artwork created during their stay at 
your residency.

The agreement should also include the residency organiser’s obligation to ensure proper 
conditions for the resident's stay. The residency organiser may (but is not obliged to) 
assist residents in obtaining a visa, translation, and insurance. The agreement with the 
resident may specify assistance in obtaining a visa, but such support should only be 
offered if the residency organiser is ready to do this and there is a person on staff who 
can assist or provide guidance. When specifying any expenses in an agreement with a 
resident, you should take into account the tax consequences. For example, in order to 
pay a foreign resident an honorarium or other payments, they must obtain a tax number 
in Ukraine and open a bank account. When the residency organiser is a tax agent and 
pays taxes for foreign residents, it is essential to factor in additional payments for income 
and military taxes.

While staying in Ukraine, foreign residents are required to have a medical insurance 
policy. Thus, if a resident needs to visit a doctor, the insurance 
company will reimburse the costs. Pay close attention to the 
terms and conditions of such a policy, as all medical services 
for foreigners in Ukraine are paid.

Unfortunately, there is virtually no precedent for other 
insurance options. Insurance companies are reluctant to 
insure artworks, but if it is possible to conduct an appraisal, 
then in individual cases it is possible to sign an artwork 
insurance contract for the period of storage, exhibition, or 
transportation.

Under martial law, it is the resident's decision, and the 
resident’s decision alone, whether to participate in a residency 
programme in Ukraine, taking into account all the risks. At the 
same time, according to the general regulations of martial law, 
there must be a shelter near the residency location, and when 
holding public events, organisers must take into account 

restrictions on the number of people in the premises at the same time and the ability of 
evacuation. The security of residents can also be specified in the agreement.

And finally, don't forget that responsibility should always be mutual. While giving the 
residents the freedom to create without censorship, the organisers must support them in 
case of possible public conflicts, for example, when the result of the artist's work causes 
outrage among the audience. During this process, you may need to consult a lawyer or a 
psychologist, and you will have to work out a joint diplomatic solution to the situation. 
But in all cases, the resident should feel protected, not abandoned, by the organisation 
that invited them.

We have drafted a bilingual sample Residency Agreement to help you draft your 
agreement with a resident.

Communications
From the perspective of many donors and sponsors, the main criterion for the success of 
a project is its media output. This is one of the reasons why many residencies choose a 
format such as a final exhibition, screening, or other public presentation: this not only 
structures and guides the work of the residents but also is the point in the project when a 
wider audience can learn about the residency. No matter how small your residency 
programme is, you can't afford not to communicate it. At the same time, can the success 
of a residency really be determined by how many times it was written about in the media 
or how many likes these posts got? Can all communications be considered media 
coverage?

Every project is 90% communication: communication with the team, co-organisers, 
contractors, participants, etc. There are two types of communication: internal, within the 
team; and external, which includes communication with donors, partners, and the general 
public. This section focuses on external communication.

Communications are often thought to be something separate from the essence of the 
project. At the core there is the project, or the content part, which is the responsibility of 
the curator and/or artists, and then separately from this there is the project’s PR, which 
should be the responsibility of professionally trained communication managers. 
Technically, this may be true if you work in a large team with a dedicated PR department, 
but in most cases this approach does not work, since your communications are the only 

way the residency exists outside your team. Once again: for anyone who is not directly 
involved in your programme, your residency exists exclusively through the project 
communications that you conduct. Therefore, your residency communications do not 
start with the very first announcement of the open call but rather from the moment you 
choose a project name, develop a mission statement, and fill out the first funding 
application.

Communications are an integral aspect of the residency activities. Every email you send 
to potential or current partners, donors, or government officials is your public face. Every 
appearance you make as a representative of your residency programme at public events, 
even informal ones, adds to your image. That is why each team member is a 
communicator of the residency. Even in the development stage of the residency 
programme, curators, together with the communication managers or (if they are not 
available) on their own, should consider the target audience and design the public 
programme—lectures, discussions, artist talks, etc.—with this in mind. It is the curators, 
not the PR professionals, who should make sure that the concept of the residency and 
the description of the final project (if any) are clear and will be of interest to the 
audience.

Communications are not just about published articles or social media posts. They are also 
about your work with the local community, which often means whether your immediate 
neighbours know what you are doing and whether they like it. Communication with the 
community is critical. Truly successful residencies not only create a quality experience for 
their participants and organisers, they also contribute to the development of the local 
community. This is only possible if you actively involve the community in the residency 
activities: at least by inviting people to your events and introducing them to the residents, 
and ideally by involving them in the programme. This can be done in different ways: by 
surveying the locals about how the residency could contribute to improving the situation 
in the community (for example, by creating workshops for local children with the 
participation of residents); by inviting active community members to join the supervisory 
board or as consultants or volunteers; etc. 

It is your responsibility to ensure meaningful communication between the residents and 
the local community. As already mentioned, the residency location may be exotic to the 
residents and that may be what makes it attractive. This is normal at the beginning of the 
programme, but if the resident keeps perceiving the place as exotic—that is, foreign and 
unfamiliar, even though it is attractive—this is a sign of a communication failure. It is 
crucial to avoid isolating residents and to do so, you should schedule introductory visits 
to the residency for community members, as well as introduce residents to members of 
the professional community in your city, with the help of an interpreter if necessary. The 
more your community is involved in the residency life, the better it will understand its 
benefits and the more it will be responsive to its needs.

Thus, communication becomes a key element of the entire residency project. For this 
reason, you will need to start working on a communication strategy during the concept 
development stage of the project. From the very beginning, you have to answer three 
main questions: 

Defining your target audience (TA) will greatly influence your choice of communication 
channels. Please remember, you are not your target audience. Don't judge it based only 
on your own experience. You need to carefully study who your project is aimed at and 
develop a communication strategy based on the characteristics of each of the target 
audience groups. Your primary target audience will be potential participants of the 
residency programme; the following possible categories may include sponsors, patrons, 
donors (both current and future); media; professional community (artists, curators, 
critics, researchers, etc.); representatives of the local environment (residents, local 
authorities), etc.

Each target audience should have its key messages and communication channels. 
The key message should answer the three following questions:

Make sure that you have identified your target audience and specific key messages 
before you start defining communication channels and tools. Think carefully about 
whether your communication with each target audience will be direct (a coffee meeting, a 
press conference, communicating on social media) or through intermediaries (media, 
influencers, experts, and partners). What media will you use? Digital space (website, 
social media)? Tote bags, T-shirts, posters, flyers, etc.? Why is this particular medium 
efficient for your target audience? Where and how will they be placed and distributed?

To develop your communication strategy, you can use this simple chart:

Today, most communications have moved to social media. This is due to both its 
popularity and relative cheapness. Often, a substantial amount of the communications 
budget is invested in paid advertising on Facebook and other platforms, and while this 
form of communication can be efficient, it is by no means a silver bullet. It's worth 
remembering that without professional SMM managers who can properly target ads, 
using paid social media services is mostly a waste of money. Instead, traditional tools 
such as newsletters or even printed posters can have a much greater response if put in 
the right places. 

To reach out to the media, you don't necessarily need a dedicated PR person or a budget 
for paid publications. Cultural media, or thematic channels or groups on social media, are 
always in need of new content and looking for information about interesting projects, so 
your task is to bring them a story about your project that they may want to share. This 

story should be included in the press release. Here are some simple tips on how to create 
it:

Create your database of media contacts and individual journalists and update it once a 
year. Send personalised emails and do not overuse mass mailings of press releases if you 
do not want them to end up in the spam folder. Remember that people in the media are 
real, and they pay attention to how emails and press releases are written. The more care 
you show to the readers of your press release, the more likely you are to get it published. 
You will most likely need to adapt your press release for different media and platforms, so 
have a basic version on hand that is easy to make copies of, and that you can edit. Also, 
be ready to write the story about your residency yourself for publication in a format 
agreed upon with the media at their request.

Despite all this, social media is still an important, often primary, channel of 
communication with your audience. Try to post regularly on social media: even if it means 
one publication per month, it must be done on a monthly basis. When someone visits 
your social media page for the first time, the first thing that catches their eye is the latest 
publication in your feed, and if it is from last year, they immediately get the impression 
that your page is dead. Keep a calendar of publications where you plan what to post and 
when: this will help you turn SMM into a habit and keep in touch with your audience.

Remember that social media is about interaction. It's a common practice to include a call 
to action in your publications, as it makes it easier to engage your audience. 
Calls to action can be effective, but only if the content of the publication itself is 
engaging. For example, you might attempt to raise a controversial topic or activate a 
strong feeling such as nostalgia in your audience. Avoid automatically adding phrases like 
‘What do you think about this? Share your thoughts in the comments!’ This is perceived 
as a forced attempt to write something ‘in SMM style’. The audience should be engaged 

and attracted naturally through the content of your message. In 
other words, don't try to deceive your audience, and don't expect 
them to be excited about something that isn't exciting. All your 
communications should be honest and open. The best way to 
make your audience feel that you care about them is to answer 
all their questions in a timely manner in comments and 
messages, always be polite, tolerant, and show equal respect to 
all your readers.

And finally, a few words about donors. At every opportunity, 
don't forget to mention those who have supported your 
residency financially or in other ways. This applies to both 
sponsors and partners, volunteers, and all concerned members 
of your community who have contributed to the development of 
the residency. It is a common thing that grant agreements require 
that the logo of the donor or sponsor be included on all project 
communication materials and mentioned in the major project 
communications. This is the basic thing that you should never 
forget. But if you want to establish a long-term relationship with 
your donors, think how else you can express your gratitude: 
introduce them to the residents in person, hold a private closed 
opening before the public opening of an exhibition, give them a 
few copies of the final publication, create a dedicated 
publication about them on social media, etc. Such special 
attention—provided it is appropriate and unobtrusive—will not go 
unnoticed and will add points to your credibility with donors and 
sponsors.

Documentation and Reporting
The importance of documenting all your work cannot be 
overestimated. It may seem obvious: you need to take photos of 
your residents at work and during meetings, document the 
creation of their artworks, film the final exhibitions, and record 
all the residency activities in a narrative report. Yet, proper 
documentation of projects is still a big challenge in Ukraine. 
Because of this, we may never find out about any number of 

A residency’s 
brand and identity: 
what to think of

       Design and colours, visual 
style and identity: think of 
associations with your residency 
focus, what your audience is 
likely to pay attention to, and 
what similar initiatives do; search 
for interesting examples, collect 
and get inspired
      Communication style and 
tone of voice: what style of 
speech (colloquial, playful, 
snobbish, neutral, formal, etc.) 
gets the best response from your 
audience; what style and 
language matches your identity 
as a team and initiative; what do 
your donors or partners pay 
attention to
       Relevant content: decide 
what you plan to communicate 
through your channels—only 
information about the residency 
(calls for applications, 
information about participants, 
residency materials, etc.) or also 
other information (partner 
announcements, interesting facts 
from your industry, etc.)?—and 
follow through with the chosen 
strategy
       Information materials: 
prepare and always have at hand 
up-to-date samples of press 
releases, photos, and videos 
about your residency, 
infographics, etc.

interesting residencies that have taken place in the past, but remain only in the memories 
of their participants.

Regardless of whether your residency is funded by a grant or you are doing everything 
independently, documentation and reporting are essential elements of the project’s 
implementation, and they are necessary primarily for you to successfully communicate 
the residency and institutional history. Documenting the process also allows you to 
integrate the experience you have gained as a team and avoid mistakes in the future. 
There is never enough time for this, especially when the residency is in full swing and lots 
of activities are happening, but the point is that you need to document everything during 
activities, not after that. Therefore, documentation should become part of your routine. If 
the residency programme lasts for several weeks (or even months) and is full of activities, 
you should make at least brief notes about what happened and when, while your memory 
is fresh: how many people came to a particular event (registration forms are the best way 
to do this), what places you took the residents to and when, whom you introduced them 
to, etc. This can be done at the end of each week, and this will make your life much easier 
when it comes to creating the final report.

As for photo and video documentation, much will depend on your resources. Large 
residencies usually hire professional production teams to make a short video about each 
resident, including interviews and documentation of their artistic work. You can plan this 
type of documentation from the very beginning, and allocate money for it in your budget. 
If this is not possible, you can arrange interviews with residents and post them in text 
form on your website or social media, or negotiate publication in the media. Invite a 
photographer and/or videographer to come to your location for a fee or as a volunteer to 
capture the residents' work at different stages, and then you can use the footage as you 
choose: post it in your stories, edit it into a final video, create an archive on your website, 
include it in your report, etc. If you have no opportunity to invite a dedicated person, 
choose someone in your team who knows how to use the camera on their phone—this will 
most likely be your communications manager—and include documentation of residency 
activities in their scope of work. This person can also visit the residents from time to time, 
shoot short videos, post them on your social media, and save them for the archive. 

If you plan a final exhibition or other presentation of the results of your residency, 
documentation is necessary, and it is extremely important to do it well. To document the 
exhibition, you should consult with experts who professionally document exhibitions and 
artworks. If this is not feasible, research websites of art galleries and residencies and pay 
attention to how they document their exhibitions. It is important to set up the light 

properly, take photos of each piece from several angles (up close, from the front at a right 
angle, and from a distance, in the environment), as well as take overview shots of the 
exhibition. We recommend that you have documentation of the exhibition both without 
people, so that all the artworks are clearly seen, and with visitors for communication 
purposes.

All of these steps will make it much easier for you to prepare your final report. If it is a 
report for a donor, it should show whether the stated goals of the project have been 
achieved and provide sources that can verify this information. Your report should 
compare the residency plan with what was actually implemented. Each donor has its own 
approved forms and reporting rules, but most of them will include a narrative or 
descriptive part, a media report, and a financial report. Some institutions may 
additionally request a report from an independent auditor. Read all the reporting 
requirements carefully before you start your project—this will save you a serious 
headache later.

Keep your reader in mind when writing a narrative report. Present the facts concisely, 
clearly, and consistently; do not overload your report with unnecessary information, but 
cover all the issues as required by the donor. Make sure that the donor does not have to 
get back to you for more details. A report written carelessly and hastily can lead to the 
termination of cooperation between you and the donor in the future. Keep in mind what 
is of value to you and do not forget to emphasise it in your report (ethical and 
environmental aspects: building sustainable relationships with the local community, etc.).

Be careful with the numbers, and not only in the financial part. Remember: your 
professional reputation depends on the accuracy of the information you provide. Under 
no circumstances should you submit false information in your report. If you have 
achieved less than planned, do not try to hide it, but explain in the report why it 
happened. Most donors understand that such situations can happen. However, if you are 
caught lying, it could put an end to your entire future career.

The media report should include information about audience outreach through all the 
channels you used. We have already mentioned offline event attendance counts above: 
try to track them during your residency. You can find all the statistics about your social 
media outreach (number of likes, views, interactions with your posts, etc.) in the page 
management area. Add information about the total number of posts about your project 
with screenshots of each of them, showing users' reactions and comments. To monitor 
the media, better create a separate file titled ‘clipping’ where you can collect links to all 

mentions of your project in the media. Remember to indicate the date of each 
publication, and the name of the media source, and take screenshots of each publication 
and/or save it as a PDF in case the page disappears or moves to another address. We 
recommend that you do media clipping throughout the project: once you see a new 
publication, add it to your file.

The financial report is usually prepared by the accountant, and to ensure that everything 
works well, organise your document flow so that there is always a person in the team who 
fills out logs, scans, and files primary documentation, and knows exactly where each 
contract, invoice and certificate is, as well as their saved copies. Remember that you have 
to keep most of the documents for at least 3 years, so make sure you have a dry place for 
them in your office that is protected from direct sunlight.
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and/or professional community. This also has its advantages when applying for grants: 
the application can describe straightaway the residents’ focus of interest, the themes to 
be covered, and the expected results. A nominated resident will have more time to get 
ready for the residency, and it will be easier for you to plan the project schedule; as a 
result, this will allow you to implement the residency programme more efficiently.

At the same time, you need to publicly communicate the criteria for your choice of artists 
to avoid possible criticism and accusations of elitism or nepotism. Also, keep in mind that 
being an invitation-only residency has practical disadvantages: for example, such 
residencies will not be accepted into Transartists, the largest network in the world.

Working only with invited artists, you also run the risk of being locked in your own bubble 
and missing out on new and interesting names that you may not even know of. That is 
why most residencies operate on an open call basis. You can have a year-round 
application process and review applications on a rolling basis; this option is suitable for 
individual residencies that are not tied to specific dates. Alternatively, you can hold open 
calls for group residencies that have a clear timeframe. 

Although an open call is by default a more democratic system for attracting residents 
than nomination, you need to make sure that the selection process is transparent and 
impartial. One way to achieve this is to involve independent experts in the evaluation. 
Keep in mind that inviting outside evaluators 
will require additional time to coordinate work 
schedules and a budget to pay for the experts’ 
work. Additionally, it should be noted that the 
presence of independent experts in the jury 
does not guarantee that the competition is 
transparent and impartial. The only real 
safeguard is a well-coordinated, rational, and 
transparently communicated evaluation 
system.

Develop an evaluation system with clearly 
defined criteria and an accurate scale. For 
example, ‘quality of artistic practice’ is a 
subjective evaluation criterion and cannot be 
the only or decisive factor in the selection 

process. If you are not ready to give this criterion up, you should balance it with other, 
more objective criteria, such as artist’s confirmed participation in professional projects in 
the relevant field; compliance of the artist’s practice with the specifics of your residency; 
letters of recommendation; convincing arguments in the motivation letter, etc. Although 
the evaluation of artistic practices can never be fully objective, try to minimise the factor 
of personal tastes and preferences.

When developing the evaluation scale, make sure that the different people who will be 
using it have the same understanding of the meaning of each grade and criteria. It is a 
good practice to create a small handbook for evaluators explaining the specifics of the 
residency programme, what artists you are looking for, and breaking down the evaluation 
criteria and the scale, clarifying what each score means. For example, you can set the 
criterion ‘how integrated the applicant’s practice is into the current institutional art field’ 
and evaluate it on a 4-point scale with the following breakdown: 4 points—the applicant 
has provided confirmation of participation in projects organised by national or municipal 
institutions and several mentions of their practice in professional media; 3 

points—confirmation of participation in projects of municipal or local scale and at least 
one mention in professional media; 2 points—confirmation of participation in at least one 
project; 1 point—no confirmation of participation in any projects. It is important that the 
evaluation criteria are clear not only to the evaluators but also to the applicants 
themselves, so you should publish them (perhaps in an abridged version) in the open call.

Don’t underestimate the value of interviewing the shortlisted finalists to get to know the 
people you are planning to host at your residency. This will give you a better 
understanding of how the artists will interact with others, and may prevent potential 
incidents. A chance to see each other before the residency begins, even through a video 
call, allows you to establish human contact with prospective residents, and is the first 
step in building a quality experience for all the residency participants. A video call can 
also be a good opportunity to show future residents around your residency space.

If some of the applicants did not get into the residency this year, but you really liked their 
applications, invite them to apply next year and keep in touch.

Logistics
It may sound banal but an essential part of organising any residency is making sure that 
the residents have a comfortable arrival, stay, and departure. Your programme may be of 
high curatorial quality, interesting, and useful, but the impression of it can be seriously 
spoiled by poorly organised logistics.

You should start taking care of travel issues as soon as the funding for the residency is 
confirmed. Book the tickets in advance, choosing options that allow changing dates or 
cancelling. If the residents are responsible for buying tickets, provide them with 
step-by-step instructions on how to get to the residency. This is especially true for 
foreigners: keep in mind that without knowing the local language it can be quite difficult 

to find your way around, so it is your responsibility as the organiser to make it as easy as 
possible for the residents. If you are able to meet the residents at the train station or 
airport and take them to the residency, this is the best option.

For the residencies located in remote places, it is necessary to provide a transfer for the 
residents. This can be a chartered bus or your own car if there are few residents, or if 
they do not arrive at the same time. If you organise a transfer through a contract service, 
it is best to make sure that not only a driver but also a residency representative meet the 
residents. 

Create an information sheet for the residents in English and your local language which 
you will send to them in a PDF before the residency starts and print it out so that they 
always have it at hand. Please include the following information:

Also, create an information sheet in your local language for foreign participants to carry 
with your contacts: whom to call in case a resident is detained by the police or has 
sudden health problems.

It is important to give new residents an introductory tour of the facilities and show them 
where to find things and how to use them: from the coffee machine to the photocopier. 
Where the washing machine with detergent is, where the vacuum cleaner, iron, or hair 
dryer are, where they can find clean bedsheets, etc. Such a tour is also a great 
opportunity to announce the general rules of the residency accommodation, such as 
washing your own dishes, sorting the rubbish, and silence after 11 pm (if applicable). 

If the residency takes place in a large city and is a long-term one, it makes sense to buy a 
public transportation pass for the residents. It is also a good practice to send out a 
newsletter at the beginning of the week with a list of the most interesting events in your 
area. If the residency is located in a village or a remote place, you should provide 
residents with options for getting to the nearest hospital, supermarket, and other more 
developed areas. If the participants will not be able to leave your location during the 
entire residency period and you will be responsible for buying food and other essential 
goods, you should inform all the residents in advance and clarify their dietary restrictions 
and possible special needs.

Interaction
A residency that hosts several people simultaneously creates a new micro-community 
that needs to be maintained. So, it is important that no one is left behind or feels 
unwelcome. Therefore, the first days of the residency programme should be dedicated to 
getting to residents getting to know one another and the team, as well as the activities to 
build your artistic community. Events should also be planned throughout the programme 
to facilitate communication (joint meals, parties, outings, etc.). Organise a presentation of 
the participants' artistic practices so that they understand each other’s backgrounds. This 
may encourage them to collaborate during the residency programme. A board with signed 
Polaroid photo portraits of the participants can be a great solution for integration and 
introduction. These photos can later be stored in a dedicated album.

Consider activities to integrate residents into the local community. You can do this 
through public events (lectures, artist talks, or workshops) and by inviting local experts 
(curators, artists, or researchers) to your venue. Be sure to schedule an individual meeting 
with the curator for each resident. Find out how you can be helpful, whom to connect 
with, and what places to visit in your location to deepen the residency research and agree 
on what results are expected from the residency programme.

It is not only the participants who make a residency artistic but also its content. Make 
sure that you have not only a comfortable workspace but also an interesting thematic 
library, a projector, and a screen for joint evening film screenings, board games, yoga 
mats, etc. A good thing to do is to decorate the space with artworks by residency alumni. 
This creates a sense of network and continuity.

Despite all the above activities and events, conflicts may occur during the residency 
programme, and it is your direct responsibility as the organiser to resolve them. If there is 
a conflict between the residents, be a mediator: talk to all parties involved in the conflict 
individually and try to hear all of them to find a compromise. Stay neutral and friendly to 
everyone. If necessary, engage a professional psychologist to help the residents.

If a conflict has occurred between you and a resident, it is crucial to resolve it before the 
programme ends, and if you fail to do so, do your best to ensure that the resident sees 
that you are willing to resolve the situation in a way that takes their interests into 
account. Never give residents the impression that you are indifferent to their needs. 
Unfortunately, a bad reputation spreads much faster than a good one.

If it is clear that the conflict was caused by one person and the situation is not critical, 
you can give them a yellow card and warn them that a red card will mean the end of your 
cooperation. When all possible methods of resolving the situation fail, terminating the 
toxic person's participation in the residency programme is the best solution. It is better to 
inform the resident about your decision in person, but this should also be indicated in an 
email. Agree on the time that the resident needs to pack and organise the logistics. If you 
have donors, be sure to inform them of the situation. Termination of the residency 
programme is an extreme measure that everyone tries to avoid, but sometimes it is the 
only way to keep other residents calm, save your property, and the nerves of everyone 
involved.

It is essential to get feedback from residents about their participation in your programme. 
You can do this in a variety of ways. For example, on the final day, organise a joint lunch 
and talk about the residency in a relaxed atmosphere. However, this approach has its 
disadvantages: what is said orally may be hard to document for further analysis in a 
team, and not all people are ready to share negative experiences openly in the presence 
of others. Therefore, it may be useful to survey the residents after the programme is over. 
Send participants an online form and ask them what they liked about the residency, what 
they found lacking, what to pay more attention to, etc. This approach also has its 
disadvantages: such requests can often remain unanswered as residents dive into their 

next projects. Whichever approach you choose, the most important thing is that you 
receive honest feedback and can work with your team to improve your residency 
programme in the future.

Responsibility
In Ukraine, it is still not always common for residents to sign a formal contract with the 
residency organiser, even though this is a standard practice in much of the Western 
world. This can lead to legal grey areas, abuses (on both sides), shifting of responsibility, 
and, in extreme cases, open conflicts and even litigation. Therefore, when planning and 
operating a residency, it is important not only to think in advance about what the 
residency organiser should be responsible for, but also to legally formalise the organisers’ 
rights and obligations within the framework of cooperation with residents. To do this, the 
residency organiser and the resident should sign an agreement that defines the mutual 
expectations of the parties (in particular, regarding the creation of artworks), the 
residency plan, and a list of rights and obligations for both parties. Such an agreement 
may also cover issues of professional ethics and communication, including how and when 
the resident should mention the residency programme in their public statements.

In your agreement, include a clause on the rules of conduct at the residency and a moral 
code that both participants and the programme organisers must adhere to. The code 
should be based on the principle of respect for human dignity and non-discrimination 
based on race, political, religious and other beliefs, gender, age, gender identity, disability, 
ethnic, or social origin, sexual orientation, marital and financial status, etc. Explicitly spell 
out the unacceptability of aggression, abusive language, sexual harassment, destructive 
behavior, etc. Such a clause will be helpful in resolving conflict situations.

Don't neglect to mention respect and care for the place and the environment: encourage 
residents to be responsible for all inhabitants of your area, both human and other beings.

The resident's responsibilities should include respectful treatment of the residency 
property. If the resident is provided with movable property (equipment, tools, etc.), this 
should also be documented in the acceptance contract. This way, in case of damage to 
the property due to the fault of the resident, it will be possible to apply for compensation.

If the residency programme implies the creation of an intellectual property object, this 
should be stated in the agreement, but the act of transferring the object or its property 
rights to the residency should be formalised in specific documents. These may include an 
author's agreement (an agreement commissioning the artwork from the artist), a 
purchase and sale agreement, an acceptance certificate, an agreement for the storage of 
an artwork for a certain period of time, or a licence agreement for the transfer of property 
rights to an intangible work. Please note that if your residency programme accepts 

artworks from residents, they should be put on the residency's balance sheet and require 
appropriate legal and accounting procedures. We advise you to negotiate non-exclusive 
property rights with your residents to keep your relations with them friendly. It will be an 
advantage for you if the artist uses their rights to an artwork created during their stay at 
your residency.

The agreement should also include the residency organiser’s obligation to ensure proper 
conditions for the resident's stay. The residency organiser may (but is not obliged to) 
assist residents in obtaining a visa, translation, and insurance. The agreement with the 
resident may specify assistance in obtaining a visa, but such support should only be 
offered if the residency organiser is ready to do this and there is a person on staff who 
can assist or provide guidance. When specifying any expenses in an agreement with a 
resident, you should take into account the tax consequences. For example, in order to 
pay a foreign resident an honorarium or other payments, they must obtain a tax number 
in Ukraine and open a bank account. When the residency organiser is a tax agent and 
pays taxes for foreign residents, it is essential to factor in additional payments for income 
and military taxes.

While staying in Ukraine, foreign residents are required to have a medical insurance 
policy. Thus, if a resident needs to visit a doctor, the insurance 
company will reimburse the costs. Pay close attention to the 
terms and conditions of such a policy, as all medical services 
for foreigners in Ukraine are paid.

Unfortunately, there is virtually no precedent for other 
insurance options. Insurance companies are reluctant to 
insure artworks, but if it is possible to conduct an appraisal, 
then in individual cases it is possible to sign an artwork 
insurance contract for the period of storage, exhibition, or 
transportation.

Under martial law, it is the resident's decision, and the 
resident’s decision alone, whether to participate in a residency 
programme in Ukraine, taking into account all the risks. At the 
same time, according to the general regulations of martial law, 
there must be a shelter near the residency location, and when 
holding public events, organisers must take into account 

restrictions on the number of people in the premises at the same time and the ability of 
evacuation. The security of residents can also be specified in the agreement.

And finally, don't forget that responsibility should always be mutual. While giving the 
residents the freedom to create without censorship, the organisers must support them in 
case of possible public conflicts, for example, when the result of the artist's work causes 
outrage among the audience. During this process, you may need to consult a lawyer or a 
psychologist, and you will have to work out a joint diplomatic solution to the situation. 
But in all cases, the resident should feel protected, not abandoned, by the organisation 
that invited them.

We have drafted a bilingual sample Residency Agreement to help you draft your 
agreement with a resident.

Communications
From the perspective of many donors and sponsors, the main criterion for the success of 
a project is its media output. This is one of the reasons why many residencies choose a 
format such as a final exhibition, screening, or other public presentation: this not only 
structures and guides the work of the residents but also is the point in the project when a 
wider audience can learn about the residency. No matter how small your residency 
programme is, you can't afford not to communicate it. At the same time, can the success 
of a residency really be determined by how many times it was written about in the media 
or how many likes these posts got? Can all communications be considered media 
coverage?

Every project is 90% communication: communication with the team, co-organisers, 
contractors, participants, etc. There are two types of communication: internal, within the 
team; and external, which includes communication with donors, partners, and the general 
public. This section focuses on external communication.

Communications are often thought to be something separate from the essence of the 
project. At the core there is the project, or the content part, which is the responsibility of 
the curator and/or artists, and then separately from this there is the project’s PR, which 
should be the responsibility of professionally trained communication managers. 
Technically, this may be true if you work in a large team with a dedicated PR department, 
but in most cases this approach does not work, since your communications are the only 

way the residency exists outside your team. Once again: for anyone who is not directly 
involved in your programme, your residency exists exclusively through the project 
communications that you conduct. Therefore, your residency communications do not 
start with the very first announcement of the open call but rather from the moment you 
choose a project name, develop a mission statement, and fill out the first funding 
application.

Communications are an integral aspect of the residency activities. Every email you send 
to potential or current partners, donors, or government officials is your public face. Every 
appearance you make as a representative of your residency programme at public events, 
even informal ones, adds to your image. That is why each team member is a 
communicator of the residency. Even in the development stage of the residency 
programme, curators, together with the communication managers or (if they are not 
available) on their own, should consider the target audience and design the public 
programme—lectures, discussions, artist talks, etc.—with this in mind. It is the curators, 
not the PR professionals, who should make sure that the concept of the residency and 
the description of the final project (if any) are clear and will be of interest to the 
audience.

Communications are not just about published articles or social media posts. They are also 
about your work with the local community, which often means whether your immediate 
neighbours know what you are doing and whether they like it. Communication with the 
community is critical. Truly successful residencies not only create a quality experience for 
their participants and organisers, they also contribute to the development of the local 
community. This is only possible if you actively involve the community in the residency 
activities: at least by inviting people to your events and introducing them to the residents, 
and ideally by involving them in the programme. This can be done in different ways: by 
surveying the locals about how the residency could contribute to improving the situation 
in the community (for example, by creating workshops for local children with the 
participation of residents); by inviting active community members to join the supervisory 
board or as consultants or volunteers; etc. 

It is your responsibility to ensure meaningful communication between the residents and 
the local community. As already mentioned, the residency location may be exotic to the 
residents and that may be what makes it attractive. This is normal at the beginning of the 
programme, but if the resident keeps perceiving the place as exotic—that is, foreign and 
unfamiliar, even though it is attractive—this is a sign of a communication failure. It is 
crucial to avoid isolating residents and to do so, you should schedule introductory visits 
to the residency for community members, as well as introduce residents to members of 
the professional community in your city, with the help of an interpreter if necessary. The 
more your community is involved in the residency life, the better it will understand its 
benefits and the more it will be responsive to its needs.

Thus, communication becomes a key element of the entire residency project. For this 
reason, you will need to start working on a communication strategy during the concept 
development stage of the project. From the very beginning, you have to answer three 
main questions: 

Defining your target audience (TA) will greatly influence your choice of communication 
channels. Please remember, you are not your target audience. Don't judge it based only 
on your own experience. You need to carefully study who your project is aimed at and 
develop a communication strategy based on the characteristics of each of the target 
audience groups. Your primary target audience will be potential participants of the 
residency programme; the following possible categories may include sponsors, patrons, 
donors (both current and future); media; professional community (artists, curators, 
critics, researchers, etc.); representatives of the local environment (residents, local 
authorities), etc.

Each target audience should have its key messages and communication channels. 
The key message should answer the three following questions:

Make sure that you have identified your target audience and specific key messages 
before you start defining communication channels and tools. Think carefully about 
whether your communication with each target audience will be direct (a coffee meeting, a 
press conference, communicating on social media) or through intermediaries (media, 
influencers, experts, and partners). What media will you use? Digital space (website, 
social media)? Tote bags, T-shirts, posters, flyers, etc.? Why is this particular medium 
efficient for your target audience? Where and how will they be placed and distributed?

To develop your communication strategy, you can use this simple chart:

Today, most communications have moved to social media. This is due to both its 
popularity and relative cheapness. Often, a substantial amount of the communications 
budget is invested in paid advertising on Facebook and other platforms, and while this 
form of communication can be efficient, it is by no means a silver bullet. It's worth 
remembering that without professional SMM managers who can properly target ads, 
using paid social media services is mostly a waste of money. Instead, traditional tools 
such as newsletters or even printed posters can have a much greater response if put in 
the right places. 

To reach out to the media, you don't necessarily need a dedicated PR person or a budget 
for paid publications. Cultural media, or thematic channels or groups on social media, are 
always in need of new content and looking for information about interesting projects, so 
your task is to bring them a story about your project that they may want to share. This 

story should be included in the press release. Here are some simple tips on how to create 
it:

Create your database of media contacts and individual journalists and update it once a 
year. Send personalised emails and do not overuse mass mailings of press releases if you 
do not want them to end up in the spam folder. Remember that people in the media are 
real, and they pay attention to how emails and press releases are written. The more care 
you show to the readers of your press release, the more likely you are to get it published. 
You will most likely need to adapt your press release for different media and platforms, so 
have a basic version on hand that is easy to make copies of, and that you can edit. Also, 
be ready to write the story about your residency yourself for publication in a format 
agreed upon with the media at their request.

Despite all this, social media is still an important, often primary, channel of 
communication with your audience. Try to post regularly on social media: even if it means 
one publication per month, it must be done on a monthly basis. When someone visits 
your social media page for the first time, the first thing that catches their eye is the latest 
publication in your feed, and if it is from last year, they immediately get the impression 
that your page is dead. Keep a calendar of publications where you plan what to post and 
when: this will help you turn SMM into a habit and keep in touch with your audience.

Remember that social media is about interaction. It's a common practice to include a call 
to action in your publications, as it makes it easier to engage your audience. 
Calls to action can be effective, but only if the content of the publication itself is 
engaging. For example, you might attempt to raise a controversial topic or activate a 
strong feeling such as nostalgia in your audience. Avoid automatically adding phrases like 
‘What do you think about this? Share your thoughts in the comments!’ This is perceived 
as a forced attempt to write something ‘in SMM style’. The audience should be engaged 

and attracted naturally through the content of your message. In 
other words, don't try to deceive your audience, and don't expect 
them to be excited about something that isn't exciting. All your 
communications should be honest and open. The best way to 
make your audience feel that you care about them is to answer 
all their questions in a timely manner in comments and 
messages, always be polite, tolerant, and show equal respect to 
all your readers.

And finally, a few words about donors. At every opportunity, 
don't forget to mention those who have supported your 
residency financially or in other ways. This applies to both 
sponsors and partners, volunteers, and all concerned members 
of your community who have contributed to the development of 
the residency. It is a common thing that grant agreements require 
that the logo of the donor or sponsor be included on all project 
communication materials and mentioned in the major project 
communications. This is the basic thing that you should never 
forget. But if you want to establish a long-term relationship with 
your donors, think how else you can express your gratitude: 
introduce them to the residents in person, hold a private closed 
opening before the public opening of an exhibition, give them a 
few copies of the final publication, create a dedicated 
publication about them on social media, etc. Such special 
attention—provided it is appropriate and unobtrusive—will not go 
unnoticed and will add points to your credibility with donors and 
sponsors.

Documentation and Reporting
The importance of documenting all your work cannot be 
overestimated. It may seem obvious: you need to take photos of 
your residents at work and during meetings, document the 
creation of their artworks, film the final exhibitions, and record 
all the residency activities in a narrative report. Yet, proper 
documentation of projects is still a big challenge in Ukraine. 
Because of this, we may never find out about any number of 

interesting residencies that have taken place in the past, but remain only in the memories 
of their participants.

Regardless of whether your residency is funded by a grant or you are doing everything 
independently, documentation and reporting are essential elements of the project’s 
implementation, and they are necessary primarily for you to successfully communicate 
the residency and institutional history. Documenting the process also allows you to 
integrate the experience you have gained as a team and avoid mistakes in the future. 
There is never enough time for this, especially when the residency is in full swing and lots 
of activities are happening, but the point is that you need to document everything during 
activities, not after that. Therefore, documentation should become part of your routine. If 
the residency programme lasts for several weeks (or even months) and is full of activities, 
you should make at least brief notes about what happened and when, while your memory 
is fresh: how many people came to a particular event (registration forms are the best way 
to do this), what places you took the residents to and when, whom you introduced them 
to, etc. This can be done at the end of each week, and this will make your life much easier 
when it comes to creating the final report.

As for photo and video documentation, much will depend on your resources. Large 
residencies usually hire professional production teams to make a short video about each 
resident, including interviews and documentation of their artistic work. You can plan this 
type of documentation from the very beginning, and allocate money for it in your budget. 
If this is not possible, you can arrange interviews with residents and post them in text 
form on your website or social media, or negotiate publication in the media. Invite a 
photographer and/or videographer to come to your location for a fee or as a volunteer to 
capture the residents' work at different stages, and then you can use the footage as you 
choose: post it in your stories, edit it into a final video, create an archive on your website, 
include it in your report, etc. If you have no opportunity to invite a dedicated person, 
choose someone in your team who knows how to use the camera on their phone—this will 
most likely be your communications manager—and include documentation of residency 
activities in their scope of work. This person can also visit the residents from time to time, 
shoot short videos, post them on your social media, and save them for the archive. 

If you plan a final exhibition or other presentation of the results of your residency, 
documentation is necessary, and it is extremely important to do it well. To document the 
exhibition, you should consult with experts who professionally document exhibitions and 
artworks. If this is not feasible, research websites of art galleries and residencies and pay 
attention to how they document their exhibitions. It is important to set up the light 

properly, take photos of each piece from several angles (up close, from the front at a right 
angle, and from a distance, in the environment), as well as take overview shots of the 
exhibition. We recommend that you have documentation of the exhibition both without 
people, so that all the artworks are clearly seen, and with visitors for communication 
purposes.

All of these steps will make it much easier for you to prepare your final report. If it is a 
report for a donor, it should show whether the stated goals of the project have been 
achieved and provide sources that can verify this information. Your report should 
compare the residency plan with what was actually implemented. Each donor has its own 
approved forms and reporting rules, but most of them will include a narrative or 
descriptive part, a media report, and a financial report. Some institutions may 
additionally request a report from an independent auditor. Read all the reporting 
requirements carefully before you start your project—this will save you a serious 
headache later.

Keep your reader in mind when writing a narrative report. Present the facts concisely, 
clearly, and consistently; do not overload your report with unnecessary information, but 
cover all the issues as required by the donor. Make sure that the donor does not have to 
get back to you for more details. A report written carelessly and hastily can lead to the 
termination of cooperation between you and the donor in the future. Keep in mind what 
is of value to you and do not forget to emphasise it in your report (ethical and 
environmental aspects: building sustainable relationships with the local community, etc.).

Be careful with the numbers, and not only in the financial part. Remember: your 
professional reputation depends on the accuracy of the information you provide. Under 
no circumstances should you submit false information in your report. If you have 
achieved less than planned, do not try to hide it, but explain in the report why it 
happened. Most donors understand that such situations can happen. However, if you are 
caught lying, it could put an end to your entire future career.

The media report should include information about audience outreach through all the 
channels you used. We have already mentioned offline event attendance counts above: 
try to track them during your residency. You can find all the statistics about your social 
media outreach (number of likes, views, interactions with your posts, etc.) in the page 
management area. Add information about the total number of posts about your project 
with screenshots of each of them, showing users' reactions and comments. To monitor 
the media, better create a separate file titled ‘clipping’ where you can collect links to all 

mentions of your project in the media. Remember to indicate the date of each 
publication, and the name of the media source, and take screenshots of each publication 
and/or save it as a PDF in case the page disappears or moves to another address. We 
recommend that you do media clipping throughout the project: once you see a new 
publication, add it to your file.

The financial report is usually prepared by the accountant, and to ensure that everything 
works well, organise your document flow so that there is always a person in the team who 
fills out logs, scans, and files primary documentation, and knows exactly where each 
contract, invoice and certificate is, as well as their saved copies. Remember that you have 
to keep most of the documents for at least 3 years, so make sure you have a dry place for 
them in your office that is protected from direct sunlight.
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and/or professional community. This also has its advantages when applying for grants: 
the application can describe straightaway the residents’ focus of interest, the themes to 
be covered, and the expected results. A nominated resident will have more time to get 
ready for the residency, and it will be easier for you to plan the project schedule; as a 
result, this will allow you to implement the residency programme more efficiently.

At the same time, you need to publicly communicate the criteria for your choice of artists 
to avoid possible criticism and accusations of elitism or nepotism. Also, keep in mind that 
being an invitation-only residency has practical disadvantages: for example, such 
residencies will not be accepted into Transartists, the largest network in the world.

Working only with invited artists, you also run the risk of being locked in your own bubble 
and missing out on new and interesting names that you may not even know of. That is 
why most residencies operate on an open call basis. You can have a year-round 
application process and review applications on a rolling basis; this option is suitable for 
individual residencies that are not tied to specific dates. Alternatively, you can hold open 
calls for group residencies that have a clear timeframe. 

Although an open call is by default a more democratic system for attracting residents 
than nomination, you need to make sure that the selection process is transparent and 
impartial. One way to achieve this is to involve independent experts in the evaluation. 
Keep in mind that inviting outside evaluators 
will require additional time to coordinate work 
schedules and a budget to pay for the experts’ 
work. Additionally, it should be noted that the 
presence of independent experts in the jury 
does not guarantee that the competition is 
transparent and impartial. The only real 
safeguard is a well-coordinated, rational, and 
transparently communicated evaluation 
system.

Develop an evaluation system with clearly 
defined criteria and an accurate scale. For 
example, ‘quality of artistic practice’ is a 
subjective evaluation criterion and cannot be 
the only or decisive factor in the selection 

process. If you are not ready to give this criterion up, you should balance it with other, 
more objective criteria, such as artist’s confirmed participation in professional projects in 
the relevant field; compliance of the artist’s practice with the specifics of your residency; 
letters of recommendation; convincing arguments in the motivation letter, etc. Although 
the evaluation of artistic practices can never be fully objective, try to minimise the factor 
of personal tastes and preferences.

When developing the evaluation scale, make sure that the different people who will be 
using it have the same understanding of the meaning of each grade and criteria. It is a 
good practice to create a small handbook for evaluators explaining the specifics of the 
residency programme, what artists you are looking for, and breaking down the evaluation 
criteria and the scale, clarifying what each score means. For example, you can set the 
criterion ‘how integrated the applicant’s practice is into the current institutional art field’ 
and evaluate it on a 4-point scale with the following breakdown: 4 points—the applicant 
has provided confirmation of participation in projects organised by national or municipal 
institutions and several mentions of their practice in professional media; 3 

points—confirmation of participation in projects of municipal or local scale and at least 
one mention in professional media; 2 points—confirmation of participation in at least one 
project; 1 point—no confirmation of participation in any projects. It is important that the 
evaluation criteria are clear not only to the evaluators but also to the applicants 
themselves, so you should publish them (perhaps in an abridged version) in the open call.

Don’t underestimate the value of interviewing the shortlisted finalists to get to know the 
people you are planning to host at your residency. This will give you a better 
understanding of how the artists will interact with others, and may prevent potential 
incidents. A chance to see each other before the residency begins, even through a video 
call, allows you to establish human contact with prospective residents, and is the first 
step in building a quality experience for all the residency participants. A video call can 
also be a good opportunity to show future residents around your residency space.

If some of the applicants did not get into the residency this year, but you really liked their 
applications, invite them to apply next year and keep in touch.

Logistics
It may sound banal but an essential part of organising any residency is making sure that 
the residents have a comfortable arrival, stay, and departure. Your programme may be of 
high curatorial quality, interesting, and useful, but the impression of it can be seriously 
spoiled by poorly organised logistics.

You should start taking care of travel issues as soon as the funding for the residency is 
confirmed. Book the tickets in advance, choosing options that allow changing dates or 
cancelling. If the residents are responsible for buying tickets, provide them with 
step-by-step instructions on how to get to the residency. This is especially true for 
foreigners: keep in mind that without knowing the local language it can be quite difficult 

to find your way around, so it is your responsibility as the organiser to make it as easy as 
possible for the residents. If you are able to meet the residents at the train station or 
airport and take them to the residency, this is the best option.

For the residencies located in remote places, it is necessary to provide a transfer for the 
residents. This can be a chartered bus or your own car if there are few residents, or if 
they do not arrive at the same time. If you organise a transfer through a contract service, 
it is best to make sure that not only a driver but also a residency representative meet the 
residents. 

Create an information sheet for the residents in English and your local language which 
you will send to them in a PDF before the residency starts and print it out so that they 
always have it at hand. Please include the following information:

Also, create an information sheet in your local language for foreign participants to carry 
with your contacts: whom to call in case a resident is detained by the police or has 
sudden health problems.

It is important to give new residents an introductory tour of the facilities and show them 
where to find things and how to use them: from the coffee machine to the photocopier. 
Where the washing machine with detergent is, where the vacuum cleaner, iron, or hair 
dryer are, where they can find clean bedsheets, etc. Such a tour is also a great 
opportunity to announce the general rules of the residency accommodation, such as 
washing your own dishes, sorting the rubbish, and silence after 11 pm (if applicable). 

If the residency takes place in a large city and is a long-term one, it makes sense to buy a 
public transportation pass for the residents. It is also a good practice to send out a 
newsletter at the beginning of the week with a list of the most interesting events in your 
area. If the residency is located in a village or a remote place, you should provide 
residents with options for getting to the nearest hospital, supermarket, and other more 
developed areas. If the participants will not be able to leave your location during the 
entire residency period and you will be responsible for buying food and other essential 
goods, you should inform all the residents in advance and clarify their dietary restrictions 
and possible special needs.

Interaction
A residency that hosts several people simultaneously creates a new micro-community 
that needs to be maintained. So, it is important that no one is left behind or feels 
unwelcome. Therefore, the first days of the residency programme should be dedicated to 
getting to residents getting to know one another and the team, as well as the activities to 
build your artistic community. Events should also be planned throughout the programme 
to facilitate communication (joint meals, parties, outings, etc.). Organise a presentation of 
the participants' artistic practices so that they understand each other’s backgrounds. This 
may encourage them to collaborate during the residency programme. A board with signed 
Polaroid photo portraits of the participants can be a great solution for integration and 
introduction. These photos can later be stored in a dedicated album.

Consider activities to integrate residents into the local community. You can do this 
through public events (lectures, artist talks, or workshops) and by inviting local experts 
(curators, artists, or researchers) to your venue. Be sure to schedule an individual meeting 
with the curator for each resident. Find out how you can be helpful, whom to connect 
with, and what places to visit in your location to deepen the residency research and agree 
on what results are expected from the residency programme.

It is not only the participants who make a residency artistic but also its content. Make 
sure that you have not only a comfortable workspace but also an interesting thematic 
library, a projector, and a screen for joint evening film screenings, board games, yoga 
mats, etc. A good thing to do is to decorate the space with artworks by residency alumni. 
This creates a sense of network and continuity.

Despite all the above activities and events, conflicts may occur during the residency 
programme, and it is your direct responsibility as the organiser to resolve them. If there is 
a conflict between the residents, be a mediator: talk to all parties involved in the conflict 
individually and try to hear all of them to find a compromise. Stay neutral and friendly to 
everyone. If necessary, engage a professional psychologist to help the residents.

If a conflict has occurred between you and a resident, it is crucial to resolve it before the 
programme ends, and if you fail to do so, do your best to ensure that the resident sees 
that you are willing to resolve the situation in a way that takes their interests into 
account. Never give residents the impression that you are indifferent to their needs. 
Unfortunately, a bad reputation spreads much faster than a good one.

If it is clear that the conflict was caused by one person and the situation is not critical, 
you can give them a yellow card and warn them that a red card will mean the end of your 
cooperation. When all possible methods of resolving the situation fail, terminating the 
toxic person's participation in the residency programme is the best solution. It is better to 
inform the resident about your decision in person, but this should also be indicated in an 
email. Agree on the time that the resident needs to pack and organise the logistics. If you 
have donors, be sure to inform them of the situation. Termination of the residency 
programme is an extreme measure that everyone tries to avoid, but sometimes it is the 
only way to keep other residents calm, save your property, and the nerves of everyone 
involved.

It is essential to get feedback from residents about their participation in your programme. 
You can do this in a variety of ways. For example, on the final day, organise a joint lunch 
and talk about the residency in a relaxed atmosphere. However, this approach has its 
disadvantages: what is said orally may be hard to document for further analysis in a 
team, and not all people are ready to share negative experiences openly in the presence 
of others. Therefore, it may be useful to survey the residents after the programme is over. 
Send participants an online form and ask them what they liked about the residency, what 
they found lacking, what to pay more attention to, etc. This approach also has its 
disadvantages: such requests can often remain unanswered as residents dive into their 

next projects. Whichever approach you choose, the most important thing is that you 
receive honest feedback and can work with your team to improve your residency 
programme in the future.

Responsibility
In Ukraine, it is still not always common for residents to sign a formal contract with the 
residency organiser, even though this is a standard practice in much of the Western 
world. This can lead to legal grey areas, abuses (on both sides), shifting of responsibility, 
and, in extreme cases, open conflicts and even litigation. Therefore, when planning and 
operating a residency, it is important not only to think in advance about what the 
residency organiser should be responsible for, but also to legally formalise the organisers’ 
rights and obligations within the framework of cooperation with residents. To do this, the 
residency organiser and the resident should sign an agreement that defines the mutual 
expectations of the parties (in particular, regarding the creation of artworks), the 
residency plan, and a list of rights and obligations for both parties. Such an agreement 
may also cover issues of professional ethics and communication, including how and when 
the resident should mention the residency programme in their public statements.

In your agreement, include a clause on the rules of conduct at the residency and a moral 
code that both participants and the programme organisers must adhere to. The code 
should be based on the principle of respect for human dignity and non-discrimination 
based on race, political, religious and other beliefs, gender, age, gender identity, disability, 
ethnic, or social origin, sexual orientation, marital and financial status, etc. Explicitly spell 
out the unacceptability of aggression, abusive language, sexual harassment, destructive 
behavior, etc. Such a clause will be helpful in resolving conflict situations.

Don't neglect to mention respect and care for the place and the environment: encourage 
residents to be responsible for all inhabitants of your area, both human and other beings.

The resident's responsibilities should include respectful treatment of the residency 
property. If the resident is provided with movable property (equipment, tools, etc.), this 
should also be documented in the acceptance contract. This way, in case of damage to 
the property due to the fault of the resident, it will be possible to apply for compensation.

If the residency programme implies the creation of an intellectual property object, this 
should be stated in the agreement, but the act of transferring the object or its property 
rights to the residency should be formalised in specific documents. These may include an 
author's agreement (an agreement commissioning the artwork from the artist), a 
purchase and sale agreement, an acceptance certificate, an agreement for the storage of 
an artwork for a certain period of time, or a licence agreement for the transfer of property 
rights to an intangible work. Please note that if your residency programme accepts 

artworks from residents, they should be put on the residency's balance sheet and require 
appropriate legal and accounting procedures. We advise you to negotiate non-exclusive 
property rights with your residents to keep your relations with them friendly. It will be an 
advantage for you if the artist uses their rights to an artwork created during their stay at 
your residency.

The agreement should also include the residency organiser’s obligation to ensure proper 
conditions for the resident's stay. The residency organiser may (but is not obliged to) 
assist residents in obtaining a visa, translation, and insurance. The agreement with the 
resident may specify assistance in obtaining a visa, but such support should only be 
offered if the residency organiser is ready to do this and there is a person on staff who 
can assist or provide guidance. When specifying any expenses in an agreement with a 
resident, you should take into account the tax consequences. For example, in order to 
pay a foreign resident an honorarium or other payments, they must obtain a tax number 
in Ukraine and open a bank account. When the residency organiser is a tax agent and 
pays taxes for foreign residents, it is essential to factor in additional payments for income 
and military taxes.

While staying in Ukraine, foreign residents are required to have a medical insurance 
policy. Thus, if a resident needs to visit a doctor, the insurance 
company will reimburse the costs. Pay close attention to the 
terms and conditions of such a policy, as all medical services 
for foreigners in Ukraine are paid.

Unfortunately, there is virtually no precedent for other 
insurance options. Insurance companies are reluctant to 
insure artworks, but if it is possible to conduct an appraisal, 
then in individual cases it is possible to sign an artwork 
insurance contract for the period of storage, exhibition, or 
transportation.

Under martial law, it is the resident's decision, and the 
resident’s decision alone, whether to participate in a residency 
programme in Ukraine, taking into account all the risks. At the 
same time, according to the general regulations of martial law, 
there must be a shelter near the residency location, and when 
holding public events, organisers must take into account 

restrictions on the number of people in the premises at the same time and the ability of 
evacuation. The security of residents can also be specified in the agreement.

And finally, don't forget that responsibility should always be mutual. While giving the 
residents the freedom to create without censorship, the organisers must support them in 
case of possible public conflicts, for example, when the result of the artist's work causes 
outrage among the audience. During this process, you may need to consult a lawyer or a 
psychologist, and you will have to work out a joint diplomatic solution to the situation. 
But in all cases, the resident should feel protected, not abandoned, by the organisation 
that invited them.

We have drafted a bilingual sample Residency Agreement to help you draft your 
agreement with a resident.

Communications
From the perspective of many donors and sponsors, the main criterion for the success of 
a project is its media output. This is one of the reasons why many residencies choose a 
format such as a final exhibition, screening, or other public presentation: this not only 
structures and guides the work of the residents but also is the point in the project when a 
wider audience can learn about the residency. No matter how small your residency 
programme is, you can't afford not to communicate it. At the same time, can the success 
of a residency really be determined by how many times it was written about in the media 
or how many likes these posts got? Can all communications be considered media 
coverage?

Every project is 90% communication: communication with the team, co-organisers, 
contractors, participants, etc. There are two types of communication: internal, within the 
team; and external, which includes communication with donors, partners, and the general 
public. This section focuses on external communication.

Communications are often thought to be something separate from the essence of the 
project. At the core there is the project, or the content part, which is the responsibility of 
the curator and/or artists, and then separately from this there is the project’s PR, which 
should be the responsibility of professionally trained communication managers. 
Technically, this may be true if you work in a large team with a dedicated PR department, 
but in most cases this approach does not work, since your communications are the only 

way the residency exists outside your team. Once again: for anyone who is not directly 
involved in your programme, your residency exists exclusively through the project 
communications that you conduct. Therefore, your residency communications do not 
start with the very first announcement of the open call but rather from the moment you 
choose a project name, develop a mission statement, and fill out the first funding 
application.

Communications are an integral aspect of the residency activities. Every email you send 
to potential or current partners, donors, or government officials is your public face. Every 
appearance you make as a representative of your residency programme at public events, 
even informal ones, adds to your image. That is why each team member is a 
communicator of the residency. Even in the development stage of the residency 
programme, curators, together with the communication managers or (if they are not 
available) on their own, should consider the target audience and design the public 
programme—lectures, discussions, artist talks, etc.—with this in mind. It is the curators, 
not the PR professionals, who should make sure that the concept of the residency and 
the description of the final project (if any) are clear and will be of interest to the 
audience.

Communications are not just about published articles or social media posts. They are also 
about your work with the local community, which often means whether your immediate 
neighbours know what you are doing and whether they like it. Communication with the 
community is critical. Truly successful residencies not only create a quality experience for 
their participants and organisers, they also contribute to the development of the local 
community. This is only possible if you actively involve the community in the residency 
activities: at least by inviting people to your events and introducing them to the residents, 
and ideally by involving them in the programme. This can be done in different ways: by 
surveying the locals about how the residency could contribute to improving the situation 
in the community (for example, by creating workshops for local children with the 
participation of residents); by inviting active community members to join the supervisory 
board or as consultants or volunteers; etc. 

It is your responsibility to ensure meaningful communication between the residents and 
the local community. As already mentioned, the residency location may be exotic to the 
residents and that may be what makes it attractive. This is normal at the beginning of the 
programme, but if the resident keeps perceiving the place as exotic—that is, foreign and 
unfamiliar, even though it is attractive—this is a sign of a communication failure. It is 
crucial to avoid isolating residents and to do so, you should schedule introductory visits 
to the residency for community members, as well as introduce residents to members of 
the professional community in your city, with the help of an interpreter if necessary. The 
more your community is involved in the residency life, the better it will understand its 
benefits and the more it will be responsive to its needs.

Thus, communication becomes a key element of the entire residency project. For this 
reason, you will need to start working on a communication strategy during the concept 
development stage of the project. From the very beginning, you have to answer three 
main questions: 

Defining your target audience (TA) will greatly influence your choice of communication 
channels. Please remember, you are not your target audience. Don't judge it based only 
on your own experience. You need to carefully study who your project is aimed at and 
develop a communication strategy based on the characteristics of each of the target 
audience groups. Your primary target audience will be potential participants of the 
residency programme; the following possible categories may include sponsors, patrons, 
donors (both current and future); media; professional community (artists, curators, 
critics, researchers, etc.); representatives of the local environment (residents, local 
authorities), etc.

Each target audience should have its key messages and communication channels. 
The key message should answer the three following questions:

Make sure that you have identified your target audience and specific key messages 
before you start defining communication channels and tools. Think carefully about 
whether your communication with each target audience will be direct (a coffee meeting, a 
press conference, communicating on social media) or through intermediaries (media, 
influencers, experts, and partners). What media will you use? Digital space (website, 
social media)? Tote bags, T-shirts, posters, flyers, etc.? Why is this particular medium 
efficient for your target audience? Where and how will they be placed and distributed?

To develop your communication strategy, you can use this simple chart:

Today, most communications have moved to social media. This is due to both its 
popularity and relative cheapness. Often, a substantial amount of the communications 
budget is invested in paid advertising on Facebook and other platforms, and while this 
form of communication can be efficient, it is by no means a silver bullet. It's worth 
remembering that without professional SMM managers who can properly target ads, 
using paid social media services is mostly a waste of money. Instead, traditional tools 
such as newsletters or even printed posters can have a much greater response if put in 
the right places. 

To reach out to the media, you don't necessarily need a dedicated PR person or a budget 
for paid publications. Cultural media, or thematic channels or groups on social media, are 
always in need of new content and looking for information about interesting projects, so 
your task is to bring them a story about your project that they may want to share. This 

story should be included in the press release. Here are some simple tips on how to create 
it:

Create your database of media contacts and individual journalists and update it once a 
year. Send personalised emails and do not overuse mass mailings of press releases if you 
do not want them to end up in the spam folder. Remember that people in the media are 
real, and they pay attention to how emails and press releases are written. The more care 
you show to the readers of your press release, the more likely you are to get it published. 
You will most likely need to adapt your press release for different media and platforms, so 
have a basic version on hand that is easy to make copies of, and that you can edit. Also, 
be ready to write the story about your residency yourself for publication in a format 
agreed upon with the media at their request.

Despite all this, social media is still an important, often primary, channel of 
communication with your audience. Try to post regularly on social media: even if it means 
one publication per month, it must be done on a monthly basis. When someone visits 
your social media page for the first time, the first thing that catches their eye is the latest 
publication in your feed, and if it is from last year, they immediately get the impression 
that your page is dead. Keep a calendar of publications where you plan what to post and 
when: this will help you turn SMM into a habit and keep in touch with your audience.

Remember that social media is about interaction. It's a common practice to include a call 
to action in your publications, as it makes it easier to engage your audience. 
Calls to action can be effective, but only if the content of the publication itself is 
engaging. For example, you might attempt to raise a controversial topic or activate a 
strong feeling such as nostalgia in your audience. Avoid automatically adding phrases like 
‘What do you think about this? Share your thoughts in the comments!’ This is perceived 
as a forced attempt to write something ‘in SMM style’. The audience should be engaged 

and attracted naturally through the content of your message. In 
other words, don't try to deceive your audience, and don't expect 
them to be excited about something that isn't exciting. All your 
communications should be honest and open. The best way to 
make your audience feel that you care about them is to answer 
all their questions in a timely manner in comments and 
messages, always be polite, tolerant, and show equal respect to 
all your readers.

And finally, a few words about donors. At every opportunity, 
don't forget to mention those who have supported your 
residency financially or in other ways. This applies to both 
sponsors and partners, volunteers, and all concerned members 
of your community who have contributed to the development of 
the residency. It is a common thing that grant agreements require 
that the logo of the donor or sponsor be included on all project 
communication materials and mentioned in the major project 
communications. This is the basic thing that you should never 
forget. But if you want to establish a long-term relationship with 
your donors, think how else you can express your gratitude: 
introduce them to the residents in person, hold a private closed 
opening before the public opening of an exhibition, give them a 
few copies of the final publication, create a dedicated 
publication about them on social media, etc. Such special 
attention—provided it is appropriate and unobtrusive—will not go 
unnoticed and will add points to your credibility with donors and 
sponsors.

Documentation and Reporting
The importance of documenting all your work cannot be 
overestimated. It may seem obvious: you need to take photos of 
your residents at work and during meetings, document the 
creation of their artworks, film the final exhibitions, and record 
all the residency activities in a narrative report. Yet, proper 
documentation of projects is still a big challenge in Ukraine. 
Because of this, we may never find out about any number of 

interesting residencies that have taken place in the past, but remain only in the memories 
of their participants.

Regardless of whether your residency is funded by a grant or you are doing everything 
independently, documentation and reporting are essential elements of the project’s 
implementation, and they are necessary primarily for you to successfully communicate 
the residency and institutional history. Documenting the process also allows you to 
integrate the experience you have gained as a team and avoid mistakes in the future. 
There is never enough time for this, especially when the residency is in full swing and lots 
of activities are happening, but the point is that you need to document everything during 
activities, not after that. Therefore, documentation should become part of your routine. If 
the residency programme lasts for several weeks (or even months) and is full of activities, 
you should make at least brief notes about what happened and when, while your memory 
is fresh: how many people came to a particular event (registration forms are the best way 
to do this), what places you took the residents to and when, whom you introduced them 
to, etc. This can be done at the end of each week, and this will make your life much easier 
when it comes to creating the final report.

As for photo and video documentation, much will depend on your resources. Large 
residencies usually hire professional production teams to make a short video about each 
resident, including interviews and documentation of their artistic work. You can plan this 
type of documentation from the very beginning, and allocate money for it in your budget. 
If this is not possible, you can arrange interviews with residents and post them in text 
form on your website or social media, or negotiate publication in the media. Invite a 
photographer and/or videographer to come to your location for a fee or as a volunteer to 
capture the residents' work at different stages, and then you can use the footage as you 
choose: post it in your stories, edit it into a final video, create an archive on your website, 
include it in your report, etc. If you have no opportunity to invite a dedicated person, 
choose someone in your team who knows how to use the camera on their phone—this will 
most likely be your communications manager—and include documentation of residency 
activities in their scope of work. This person can also visit the residents from time to time, 
shoot short videos, post them on your social media, and save them for the archive. 

If you plan a final exhibition or other presentation of the results of your residency, 
documentation is necessary, and it is extremely important to do it well. To document the 
exhibition, you should consult with experts who professionally document exhibitions and 
artworks. If this is not feasible, research websites of art galleries and residencies and pay 
attention to how they document their exhibitions. It is important to set up the light 

properly, take photos of each piece from several angles (up close, from the front at a right 
angle, and from a distance, in the environment), as well as take overview shots of the 
exhibition. We recommend that you have documentation of the exhibition both without 
people, so that all the artworks are clearly seen, and with visitors for communication 
purposes.

All of these steps will make it much easier for you to prepare your final report. If it is a 
report for a donor, it should show whether the stated goals of the project have been 
achieved and provide sources that can verify this information. Your report should 
compare the residency plan with what was actually implemented. Each donor has its own 
approved forms and reporting rules, but most of them will include a narrative or 
descriptive part, a media report, and a financial report. Some institutions may 
additionally request a report from an independent auditor. Read all the reporting 
requirements carefully before you start your project—this will save you a serious 
headache later.

Keep your reader in mind when writing a narrative report. Present the facts concisely, 
clearly, and consistently; do not overload your report with unnecessary information, but 
cover all the issues as required by the donor. Make sure that the donor does not have to 
get back to you for more details. A report written carelessly and hastily can lead to the 
termination of cooperation between you and the donor in the future. Keep in mind what 
is of value to you and do not forget to emphasise it in your report (ethical and 
environmental aspects: building sustainable relationships with the local community, etc.).

Be careful with the numbers, and not only in the financial part. Remember: your 
professional reputation depends on the accuracy of the information you provide. Under 
no circumstances should you submit false information in your report. If you have 
achieved less than planned, do not try to hide it, but explain in the report why it 
happened. Most donors understand that such situations can happen. However, if you are 
caught lying, it could put an end to your entire future career.

The media report should include information about audience outreach through all the 
channels you used. We have already mentioned offline event attendance counts above: 
try to track them during your residency. You can find all the statistics about your social 
media outreach (number of likes, views, interactions with your posts, etc.) in the page 
management area. Add information about the total number of posts about your project 
with screenshots of each of them, showing users' reactions and comments. To monitor 
the media, better create a separate file titled ‘clipping’ where you can collect links to all 

mentions of your project in the media. Remember to indicate the date of each 
publication, and the name of the media source, and take screenshots of each publication 
and/or save it as a PDF in case the page disappears or moves to another address. We 
recommend that you do media clipping throughout the project: once you see a new 
publication, add it to your file.

The financial report is usually prepared by the accountant, and to ensure that everything 
works well, organise your document flow so that there is always a person in the team who 
fills out logs, scans, and files primary documentation, and knows exactly where each 
contract, invoice and certificate is, as well as their saved copies. Remember that you have 
to keep most of the documents for at least 3 years, so make sure you have a dry place for 
them in your office that is protected from direct sunlight.

46



and/or professional community. This also has its advantages when applying for grants: 
the application can describe straightaway the residents’ focus of interest, the themes to 
be covered, and the expected results. A nominated resident will have more time to get 
ready for the residency, and it will be easier for you to plan the project schedule; as a 
result, this will allow you to implement the residency programme more efficiently.

At the same time, you need to publicly communicate the criteria for your choice of artists 
to avoid possible criticism and accusations of elitism or nepotism. Also, keep in mind that 
being an invitation-only residency has practical disadvantages: for example, such 
residencies will not be accepted into Transartists, the largest network in the world.

Working only with invited artists, you also run the risk of being locked in your own bubble 
and missing out on new and interesting names that you may not even know of. That is 
why most residencies operate on an open call basis. You can have a year-round 
application process and review applications on a rolling basis; this option is suitable for 
individual residencies that are not tied to specific dates. Alternatively, you can hold open 
calls for group residencies that have a clear timeframe. 

Although an open call is by default a more democratic system for attracting residents 
than nomination, you need to make sure that the selection process is transparent and 
impartial. One way to achieve this is to involve independent experts in the evaluation. 
Keep in mind that inviting outside evaluators 
will require additional time to coordinate work 
schedules and a budget to pay for the experts’ 
work. Additionally, it should be noted that the 
presence of independent experts in the jury 
does not guarantee that the competition is 
transparent and impartial. The only real 
safeguard is a well-coordinated, rational, and 
transparently communicated evaluation 
system.

Develop an evaluation system with clearly 
defined criteria and an accurate scale. For 
example, ‘quality of artistic practice’ is a 
subjective evaluation criterion and cannot be 
the only or decisive factor in the selection 

process. If you are not ready to give this criterion up, you should balance it with other, 
more objective criteria, such as artist’s confirmed participation in professional projects in 
the relevant field; compliance of the artist’s practice with the specifics of your residency; 
letters of recommendation; convincing arguments in the motivation letter, etc. Although 
the evaluation of artistic practices can never be fully objective, try to minimise the factor 
of personal tastes and preferences.

When developing the evaluation scale, make sure that the different people who will be 
using it have the same understanding of the meaning of each grade and criteria. It is a 
good practice to create a small handbook for evaluators explaining the specifics of the 
residency programme, what artists you are looking for, and breaking down the evaluation 
criteria and the scale, clarifying what each score means. For example, you can set the 
criterion ‘how integrated the applicant’s practice is into the current institutional art field’ 
and evaluate it on a 4-point scale with the following breakdown: 4 points—the applicant 
has provided confirmation of participation in projects organised by national or municipal 
institutions and several mentions of their practice in professional media; 3 

points—confirmation of participation in projects of municipal or local scale and at least 
one mention in professional media; 2 points—confirmation of participation in at least one 
project; 1 point—no confirmation of participation in any projects. It is important that the 
evaluation criteria are clear not only to the evaluators but also to the applicants 
themselves, so you should publish them (perhaps in an abridged version) in the open call.

Don’t underestimate the value of interviewing the shortlisted finalists to get to know the 
people you are planning to host at your residency. This will give you a better 
understanding of how the artists will interact with others, and may prevent potential 
incidents. A chance to see each other before the residency begins, even through a video 
call, allows you to establish human contact with prospective residents, and is the first 
step in building a quality experience for all the residency participants. A video call can 
also be a good opportunity to show future residents around your residency space.

If some of the applicants did not get into the residency this year, but you really liked their 
applications, invite them to apply next year and keep in touch.

Logistics
It may sound banal but an essential part of organising any residency is making sure that 
the residents have a comfortable arrival, stay, and departure. Your programme may be of 
high curatorial quality, interesting, and useful, but the impression of it can be seriously 
spoiled by poorly organised logistics.

You should start taking care of travel issues as soon as the funding for the residency is 
confirmed. Book the tickets in advance, choosing options that allow changing dates or 
cancelling. If the residents are responsible for buying tickets, provide them with 
step-by-step instructions on how to get to the residency. This is especially true for 
foreigners: keep in mind that without knowing the local language it can be quite difficult 

to find your way around, so it is your responsibility as the organiser to make it as easy as 
possible for the residents. If you are able to meet the residents at the train station or 
airport and take them to the residency, this is the best option.

For the residencies located in remote places, it is necessary to provide a transfer for the 
residents. This can be a chartered bus or your own car if there are few residents, or if 
they do not arrive at the same time. If you organise a transfer through a contract service, 
it is best to make sure that not only a driver but also a residency representative meet the 
residents. 

Create an information sheet for the residents in English and your local language which 
you will send to them in a PDF before the residency starts and print it out so that they 
always have it at hand. Please include the following information:

Also, create an information sheet in your local language for foreign participants to carry 
with your contacts: whom to call in case a resident is detained by the police or has 
sudden health problems.

It is important to give new residents an introductory tour of the facilities and show them 
where to find things and how to use them: from the coffee machine to the photocopier. 
Where the washing machine with detergent is, where the vacuum cleaner, iron, or hair 
dryer are, where they can find clean bedsheets, etc. Such a tour is also a great 
opportunity to announce the general rules of the residency accommodation, such as 
washing your own dishes, sorting the rubbish, and silence after 11 pm (if applicable). 

If the residency takes place in a large city and is a long-term one, it makes sense to buy a 
public transportation pass for the residents. It is also a good practice to send out a 
newsletter at the beginning of the week with a list of the most interesting events in your 
area. If the residency is located in a village or a remote place, you should provide 
residents with options for getting to the nearest hospital, supermarket, and other more 
developed areas. If the participants will not be able to leave your location during the 
entire residency period and you will be responsible for buying food and other essential 
goods, you should inform all the residents in advance and clarify their dietary restrictions 
and possible special needs.

Interaction
A residency that hosts several people simultaneously creates a new micro-community 
that needs to be maintained. So, it is important that no one is left behind or feels 
unwelcome. Therefore, the first days of the residency programme should be dedicated to 
getting to residents getting to know one another and the team, as well as the activities to 
build your artistic community. Events should also be planned throughout the programme 
to facilitate communication (joint meals, parties, outings, etc.). Organise a presentation of 
the participants' artistic practices so that they understand each other’s backgrounds. This 
may encourage them to collaborate during the residency programme. A board with signed 
Polaroid photo portraits of the participants can be a great solution for integration and 
introduction. These photos can later be stored in a dedicated album.

Consider activities to integrate residents into the local community. You can do this 
through public events (lectures, artist talks, or workshops) and by inviting local experts 
(curators, artists, or researchers) to your venue. Be sure to schedule an individual meeting 
with the curator for each resident. Find out how you can be helpful, whom to connect 
with, and what places to visit in your location to deepen the residency research and agree 
on what results are expected from the residency programme.

It is not only the participants who make a residency artistic but also its content. Make 
sure that you have not only a comfortable workspace but also an interesting thematic 
library, a projector, and a screen for joint evening film screenings, board games, yoga 
mats, etc. A good thing to do is to decorate the space with artworks by residency alumni. 
This creates a sense of network and continuity.

Despite all the above activities and events, conflicts may occur during the residency 
programme, and it is your direct responsibility as the organiser to resolve them. If there is 
a conflict between the residents, be a mediator: talk to all parties involved in the conflict 
individually and try to hear all of them to find a compromise. Stay neutral and friendly to 
everyone. If necessary, engage a professional psychologist to help the residents.

If a conflict has occurred between you and a resident, it is crucial to resolve it before the 
programme ends, and if you fail to do so, do your best to ensure that the resident sees 
that you are willing to resolve the situation in a way that takes their interests into 
account. Never give residents the impression that you are indifferent to their needs. 
Unfortunately, a bad reputation spreads much faster than a good one.

If it is clear that the conflict was caused by one person and the situation is not critical, 
you can give them a yellow card and warn them that a red card will mean the end of your 
cooperation. When all possible methods of resolving the situation fail, terminating the 
toxic person's participation in the residency programme is the best solution. It is better to 
inform the resident about your decision in person, but this should also be indicated in an 
email. Agree on the time that the resident needs to pack and organise the logistics. If you 
have donors, be sure to inform them of the situation. Termination of the residency 
programme is an extreme measure that everyone tries to avoid, but sometimes it is the 
only way to keep other residents calm, save your property, and the nerves of everyone 
involved.

It is essential to get feedback from residents about their participation in your programme. 
You can do this in a variety of ways. For example, on the final day, organise a joint lunch 
and talk about the residency in a relaxed atmosphere. However, this approach has its 
disadvantages: what is said orally may be hard to document for further analysis in a 
team, and not all people are ready to share negative experiences openly in the presence 
of others. Therefore, it may be useful to survey the residents after the programme is over. 
Send participants an online form and ask them what they liked about the residency, what 
they found lacking, what to pay more attention to, etc. This approach also has its 
disadvantages: such requests can often remain unanswered as residents dive into their 

next projects. Whichever approach you choose, the most important thing is that you 
receive honest feedback and can work with your team to improve your residency 
programme in the future.

Responsibility
In Ukraine, it is still not always common for residents to sign a formal contract with the 
residency organiser, even though this is a standard practice in much of the Western 
world. This can lead to legal grey areas, abuses (on both sides), shifting of responsibility, 
and, in extreme cases, open conflicts and even litigation. Therefore, when planning and 
operating a residency, it is important not only to think in advance about what the 
residency organiser should be responsible for, but also to legally formalise the organisers’ 
rights and obligations within the framework of cooperation with residents. To do this, the 
residency organiser and the resident should sign an agreement that defines the mutual 
expectations of the parties (in particular, regarding the creation of artworks), the 
residency plan, and a list of rights and obligations for both parties. Such an agreement 
may also cover issues of professional ethics and communication, including how and when 
the resident should mention the residency programme in their public statements.

In your agreement, include a clause on the rules of conduct at the residency and a moral 
code that both participants and the programme organisers must adhere to. The code 
should be based on the principle of respect for human dignity and non-discrimination 
based on race, political, religious and other beliefs, gender, age, gender identity, disability, 
ethnic, or social origin, sexual orientation, marital and financial status, etc. Explicitly spell 
out the unacceptability of aggression, abusive language, sexual harassment, destructive 
behavior, etc. Such a clause will be helpful in resolving conflict situations.

Don't neglect to mention respect and care for the place and the environment: encourage 
residents to be responsible for all inhabitants of your area, both human and other beings.

The resident's responsibilities should include respectful treatment of the residency 
property. If the resident is provided with movable property (equipment, tools, etc.), this 
should also be documented in the acceptance contract. This way, in case of damage to 
the property due to the fault of the resident, it will be possible to apply for compensation.

If the residency programme implies the creation of an intellectual property object, this 
should be stated in the agreement, but the act of transferring the object or its property 
rights to the residency should be formalised in specific documents. These may include an 
author's agreement (an agreement commissioning the artwork from the artist), a 
purchase and sale agreement, an acceptance certificate, an agreement for the storage of 
an artwork for a certain period of time, or a licence agreement for the transfer of property 
rights to an intangible work. Please note that if your residency programme accepts 

artworks from residents, they should be put on the residency's balance sheet and require 
appropriate legal and accounting procedures. We advise you to negotiate non-exclusive 
property rights with your residents to keep your relations with them friendly. It will be an 
advantage for you if the artist uses their rights to an artwork created during their stay at 
your residency.

The agreement should also include the residency organiser’s obligation to ensure proper 
conditions for the resident's stay. The residency organiser may (but is not obliged to) 
assist residents in obtaining a visa, translation, and insurance. The agreement with the 
resident may specify assistance in obtaining a visa, but such support should only be 
offered if the residency organiser is ready to do this and there is a person on staff who 
can assist or provide guidance. When specifying any expenses in an agreement with a 
resident, you should take into account the tax consequences. For example, in order to 
pay a foreign resident an honorarium or other payments, they must obtain a tax number 
in Ukraine and open a bank account. When the residency organiser is a tax agent and 
pays taxes for foreign residents, it is essential to factor in additional payments for income 
and military taxes.

While staying in Ukraine, foreign residents are required to have a medical insurance 
policy. Thus, if a resident needs to visit a doctor, the insurance 
company will reimburse the costs. Pay close attention to the 
terms and conditions of such a policy, as all medical services 
for foreigners in Ukraine are paid.

Unfortunately, there is virtually no precedent for other 
insurance options. Insurance companies are reluctant to 
insure artworks, but if it is possible to conduct an appraisal, 
then in individual cases it is possible to sign an artwork 
insurance contract for the period of storage, exhibition, or 
transportation.

Under martial law, it is the resident's decision, and the 
resident’s decision alone, whether to participate in a residency 
programme in Ukraine, taking into account all the risks. At the 
same time, according to the general regulations of martial law, 
there must be a shelter near the residency location, and when 
holding public events, organisers must take into account 

restrictions on the number of people in the premises at the same time and the ability of 
evacuation. The security of residents can also be specified in the agreement.

And finally, don't forget that responsibility should always be mutual. While giving the 
residents the freedom to create without censorship, the organisers must support them in 
case of possible public conflicts, for example, when the result of the artist's work causes 
outrage among the audience. During this process, you may need to consult a lawyer or a 
psychologist, and you will have to work out a joint diplomatic solution to the situation. 
But in all cases, the resident should feel protected, not abandoned, by the organisation 
that invited them.

We have drafted a bilingual sample Residency Agreement to help you draft your 
agreement with a resident.

Communications
From the perspective of many donors and sponsors, the main criterion for the success of 
a project is its media output. This is one of the reasons why many residencies choose a 
format such as a final exhibition, screening, or other public presentation: this not only 
structures and guides the work of the residents but also is the point in the project when a 
wider audience can learn about the residency. No matter how small your residency 
programme is, you can't afford not to communicate it. At the same time, can the success 
of a residency really be determined by how many times it was written about in the media 
or how many likes these posts got? Can all communications be considered media 
coverage?

Every project is 90% communication: communication with the team, co-organisers, 
contractors, participants, etc. There are two types of communication: internal, within the 
team; and external, which includes communication with donors, partners, and the general 
public. This section focuses on external communication.

Communications are often thought to be something separate from the essence of the 
project. At the core there is the project, or the content part, which is the responsibility of 
the curator and/or artists, and then separately from this there is the project’s PR, which 
should be the responsibility of professionally trained communication managers. 
Technically, this may be true if you work in a large team with a dedicated PR department, 
but in most cases this approach does not work, since your communications are the only 

way the residency exists outside your team. Once again: for anyone who is not directly 
involved in your programme, your residency exists exclusively through the project 
communications that you conduct. Therefore, your residency communications do not 
start with the very first announcement of the open call but rather from the moment you 
choose a project name, develop a mission statement, and fill out the first funding 
application.

Communications are an integral aspect of the residency activities. Every email you send 
to potential or current partners, donors, or government officials is your public face. Every 
appearance you make as a representative of your residency programme at public events, 
even informal ones, adds to your image. That is why each team member is a 
communicator of the residency. Even in the development stage of the residency 
programme, curators, together with the communication managers or (if they are not 
available) on their own, should consider the target audience and design the public 
programme—lectures, discussions, artist talks, etc.—with this in mind. It is the curators, 
not the PR professionals, who should make sure that the concept of the residency and 
the description of the final project (if any) are clear and will be of interest to the 
audience.

Communications are not just about published articles or social media posts. They are also 
about your work with the local community, which often means whether your immediate 
neighbours know what you are doing and whether they like it. Communication with the 
community is critical. Truly successful residencies not only create a quality experience for 
their participants and organisers, they also contribute to the development of the local 
community. This is only possible if you actively involve the community in the residency 
activities: at least by inviting people to your events and introducing them to the residents, 
and ideally by involving them in the programme. This can be done in different ways: by 
surveying the locals about how the residency could contribute to improving the situation 
in the community (for example, by creating workshops for local children with the 
participation of residents); by inviting active community members to join the supervisory 
board or as consultants or volunteers; etc. 

It is your responsibility to ensure meaningful communication between the residents and 
the local community. As already mentioned, the residency location may be exotic to the 
residents and that may be what makes it attractive. This is normal at the beginning of the 
programme, but if the resident keeps perceiving the place as exotic—that is, foreign and 
unfamiliar, even though it is attractive—this is a sign of a communication failure. It is 
crucial to avoid isolating residents and to do so, you should schedule introductory visits 
to the residency for community members, as well as introduce residents to members of 
the professional community in your city, with the help of an interpreter if necessary. The 
more your community is involved in the residency life, the better it will understand its 
benefits and the more it will be responsive to its needs.

Thus, communication becomes a key element of the entire residency project. For this 
reason, you will need to start working on a communication strategy during the concept 
development stage of the project. From the very beginning, you have to answer three 
main questions: 

Defining your target audience (TA) will greatly influence your choice of communication 
channels. Please remember, you are not your target audience. Don't judge it based only 
on your own experience. You need to carefully study who your project is aimed at and 
develop a communication strategy based on the characteristics of each of the target 
audience groups. Your primary target audience will be potential participants of the 
residency programme; the following possible categories may include sponsors, patrons, 
donors (both current and future); media; professional community (artists, curators, 
critics, researchers, etc.); representatives of the local environment (residents, local 
authorities), etc.

Each target audience should have its key messages and communication channels. 
The key message should answer the three following questions:

Make sure that you have identified your target audience and specific key messages 
before you start defining communication channels and tools. Think carefully about 
whether your communication with each target audience will be direct (a coffee meeting, a 
press conference, communicating on social media) or through intermediaries (media, 
influencers, experts, and partners). What media will you use? Digital space (website, 
social media)? Tote bags, T-shirts, posters, flyers, etc.? Why is this particular medium 
efficient for your target audience? Where and how will they be placed and distributed?

To develop your communication strategy, you can use this simple chart:

Today, most communications have moved to social media. This is due to both its 
popularity and relative cheapness. Often, a substantial amount of the communications 
budget is invested in paid advertising on Facebook and other platforms, and while this 
form of communication can be efficient, it is by no means a silver bullet. It's worth 
remembering that without professional SMM managers who can properly target ads, 
using paid social media services is mostly a waste of money. Instead, traditional tools 
such as newsletters or even printed posters can have a much greater response if put in 
the right places. 

To reach out to the media, you don't necessarily need a dedicated PR person or a budget 
for paid publications. Cultural media, or thematic channels or groups on social media, are 
always in need of new content and looking for information about interesting projects, so 
your task is to bring them a story about your project that they may want to share. This 

story should be included in the press release. Here are some simple tips on how to create 
it:

Create your database of media contacts and individual journalists and update it once a 
year. Send personalised emails and do not overuse mass mailings of press releases if you 
do not want them to end up in the spam folder. Remember that people in the media are 
real, and they pay attention to how emails and press releases are written. The more care 
you show to the readers of your press release, the more likely you are to get it published. 
You will most likely need to adapt your press release for different media and platforms, so 
have a basic version on hand that is easy to make copies of, and that you can edit. Also, 
be ready to write the story about your residency yourself for publication in a format 
agreed upon with the media at their request.

Despite all this, social media is still an important, often primary, channel of 
communication with your audience. Try to post regularly on social media: even if it means 
one publication per month, it must be done on a monthly basis. When someone visits 
your social media page for the first time, the first thing that catches their eye is the latest 
publication in your feed, and if it is from last year, they immediately get the impression 
that your page is dead. Keep a calendar of publications where you plan what to post and 
when: this will help you turn SMM into a habit and keep in touch with your audience.

Remember that social media is about interaction. It's a common practice to include a call 
to action in your publications, as it makes it easier to engage your audience. 
Calls to action can be effective, but only if the content of the publication itself is 
engaging. For example, you might attempt to raise a controversial topic or activate a 
strong feeling such as nostalgia in your audience. Avoid automatically adding phrases like 
‘What do you think about this? Share your thoughts in the comments!’ This is perceived 
as a forced attempt to write something ‘in SMM style’. The audience should be engaged 

and attracted naturally through the content of your message. In 
other words, don't try to deceive your audience, and don't expect 
them to be excited about something that isn't exciting. All your 
communications should be honest and open. The best way to 
make your audience feel that you care about them is to answer 
all their questions in a timely manner in comments and 
messages, always be polite, tolerant, and show equal respect to 
all your readers.

And finally, a few words about donors. At every opportunity, 
don't forget to mention those who have supported your 
residency financially or in other ways. This applies to both 
sponsors and partners, volunteers, and all concerned members 
of your community who have contributed to the development of 
the residency. It is a common thing that grant agreements require 
that the logo of the donor or sponsor be included on all project 
communication materials and mentioned in the major project 
communications. This is the basic thing that you should never 
forget. But if you want to establish a long-term relationship with 
your donors, think how else you can express your gratitude: 
introduce them to the residents in person, hold a private closed 
opening before the public opening of an exhibition, give them a 
few copies of the final publication, create a dedicated 
publication about them on social media, etc. Such special 
attention—provided it is appropriate and unobtrusive—will not go 
unnoticed and will add points to your credibility with donors and 
sponsors.

Documentation and Reporting
The importance of documenting all your work cannot be 
overestimated. It may seem obvious: you need to take photos of 
your residents at work and during meetings, document the 
creation of their artworks, film the final exhibitions, and record 
all the residency activities in a narrative report. Yet, proper 
documentation of projects is still a big challenge in Ukraine. 
Because of this, we may never find out about any number of 

interesting residencies that have taken place in the past, but remain only in the memories 
of their participants.

Regardless of whether your residency is funded by a grant or you are doing everything 
independently, documentation and reporting are essential elements of the project’s 
implementation, and they are necessary primarily for you to successfully communicate 
the residency and institutional history. Documenting the process also allows you to 
integrate the experience you have gained as a team and avoid mistakes in the future. 
There is never enough time for this, especially when the residency is in full swing and lots 
of activities are happening, but the point is that you need to document everything during 
activities, not after that. Therefore, documentation should become part of your routine. If 
the residency programme lasts for several weeks (or even months) and is full of activities, 
you should make at least brief notes about what happened and when, while your memory 
is fresh: how many people came to a particular event (registration forms are the best way 
to do this), what places you took the residents to and when, whom you introduced them 
to, etc. This can be done at the end of each week, and this will make your life much easier 
when it comes to creating the final report.

As for photo and video documentation, much will depend on your resources. Large 
residencies usually hire professional production teams to make a short video about each 
resident, including interviews and documentation of their artistic work. You can plan this 
type of documentation from the very beginning, and allocate money for it in your budget. 
If this is not possible, you can arrange interviews with residents and post them in text 
form on your website or social media, or negotiate publication in the media. Invite a 
photographer and/or videographer to come to your location for a fee or as a volunteer to 
capture the residents' work at different stages, and then you can use the footage as you 
choose: post it in your stories, edit it into a final video, create an archive on your website, 
include it in your report, etc. If you have no opportunity to invite a dedicated person, 
choose someone in your team who knows how to use the camera on their phone—this will 
most likely be your communications manager—and include documentation of residency 
activities in their scope of work. This person can also visit the residents from time to time, 
shoot short videos, post them on your social media, and save them for the archive. 

If you plan a final exhibition or other presentation of the results of your residency, 
documentation is necessary, and it is extremely important to do it well. To document the 
exhibition, you should consult with experts who professionally document exhibitions and 
artworks. If this is not feasible, research websites of art galleries and residencies and pay 
attention to how they document their exhibitions. It is important to set up the light 

properly, take photos of each piece from several angles (up close, from the front at a right 
angle, and from a distance, in the environment), as well as take overview shots of the 
exhibition. We recommend that you have documentation of the exhibition both without 
people, so that all the artworks are clearly seen, and with visitors for communication 
purposes.

All of these steps will make it much easier for you to prepare your final report. If it is a 
report for a donor, it should show whether the stated goals of the project have been 
achieved and provide sources that can verify this information. Your report should 
compare the residency plan with what was actually implemented. Each donor has its own 
approved forms and reporting rules, but most of them will include a narrative or 
descriptive part, a media report, and a financial report. Some institutions may 
additionally request a report from an independent auditor. Read all the reporting 
requirements carefully before you start your project—this will save you a serious 
headache later.

Keep your reader in mind when writing a narrative report. Present the facts concisely, 
clearly, and consistently; do not overload your report with unnecessary information, but 
cover all the issues as required by the donor. Make sure that the donor does not have to 
get back to you for more details. A report written carelessly and hastily can lead to the 
termination of cooperation between you and the donor in the future. Keep in mind what 
is of value to you and do not forget to emphasise it in your report (ethical and 
environmental aspects: building sustainable relationships with the local community, etc.).

Be careful with the numbers, and not only in the financial part. Remember: your 
professional reputation depends on the accuracy of the information you provide. Under 
no circumstances should you submit false information in your report. If you have 
achieved less than planned, do not try to hide it, but explain in the report why it 
happened. Most donors understand that such situations can happen. However, if you are 
caught lying, it could put an end to your entire future career.

The media report should include information about audience outreach through all the 
channels you used. We have already mentioned offline event attendance counts above: 
try to track them during your residency. You can find all the statistics about your social 
media outreach (number of likes, views, interactions with your posts, etc.) in the page 
management area. Add information about the total number of posts about your project 
with screenshots of each of them, showing users' reactions and comments. To monitor 
the media, better create a separate file titled ‘clipping’ where you can collect links to all 

mentions of your project in the media. Remember to indicate the date of each 
publication, and the name of the media source, and take screenshots of each publication 
and/or save it as a PDF in case the page disappears or moves to another address. We 
recommend that you do media clipping throughout the project: once you see a new 
publication, add it to your file.

The financial report is usually prepared by the accountant, and to ensure that everything 
works well, organise your document flow so that there is always a person in the team who 
fills out logs, scans, and files primary documentation, and knows exactly where each 
contract, invoice and certificate is, as well as their saved copies. Remember that you have 
to keep most of the documents for at least 3 years, so make sure you have a dry place for 
them in your office that is protected from direct sunlight.
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So, your first residency programme has been 
completed. Whether it will be the last one, 
or turn into a long-term and sustainable 
initiative, depends on how you reflect on 
your first experience. Working on mistakes, 
archiving the results of the residency 
programme, keeping in touch with the 
residents, sharing experiences with other 
residencies—there is usually not enough 
time for these processes, and they are often 
neglected. However, they are the key to the 
success and sustainability of your 
residency.

After 
the Residency

Part 3.



Working on Mistakes
A few days after the residency programme is over, when you've finally slept well and 
recovered, but still have fresh memories, it's time to work on mistakes. Managers never 
find time to do this, since they are usually overwhelmed by reporting and upcoming 
projects. As a result, many details and unresolved issues are forgotten, and you are very 
likely to make the same mistakes next time. Therefore, we recommend scheduling a 
debriefing and working on mistakes by allocating a reasonable amount of time for this (at 
least one full day).

Meet with your team and discuss the past residency edition as openly as possible. 
Answer the following questions:

What went wrong?
What could have been improved and what should be avoided next time?
Who in the team needed more support?
What could you add to the residency programme?
What did you and the residents like the most?
What things needed more time to be done properly?

.

.

..

.

.
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Take detailed notes in the team's answers and keep this information for planning your 
next residency edition.

In some ways, the process of working on mistakes is similar to reporting. However, while 
the latter addresses donors and inevitably simplifies the course of the residency 
programme and smoothes everything out, when working on mistakes you have a rare 
opportunity to focus on the details, being candid and talking honestly about all your 
failures. Look back at the goals you set for yourself when planning your residency 
programme and analyse sensibly whether you have succeeded in achieving them. If you 
failed or succeeded only partially—and this is what often happens—try to figure out what 
went wrong. Did you have poor time management? Did you overestimate your 
capabilities? Or perhaps you set goals that were too ambitious or abstract? Answering 
these questions is crucial for the further development of your residency programme.

Feedback sessions with your team after the residency programme is completed are useful 
not only for better planning, but also for healthy communication within the team, as 
conflicts and misunderstandings often arise during the organisation of events, and it is 
important to talk about them in a calm and friendly atmosphere when the most stressful 
period of the project is over. You can also organise a debriefing in a completely informal 
atmosphere, such as a team building event or a joint meal, yet allocate some time for 
concentrated work on mistakes, and be sure to record the results. Such sessions are the 
key to a healthy and sensitive future for your residency programme and your team.

Archiving and Storing Artworks
In Ukraine, there is a fundamental problem with preserving memory. It is not just about 
museums, libraries, archives, and memorials that suffer from a lack of funding, it is about 
newer non-governmental institutions and in particular small organisations that do not 
have established practices for archiving their activities. As a result, our knowledge of the 
cultural growth in Ukraine over the past 30 years is very fragmented, and new institutions 
and initiatives are constantly starting processes from scratch, unable to learn from the 
experience of their predecessors. Although this problem is systemic, your residency can 
be a good example of how to solve it.

At the very start of your residency programme, think of how you will keep your 
institutional archive: what you will include, where you will store it, how you will catalogue 
it, etc. The Internet and digitisation of document management have created the illusion 

that physical artefacts have lost their relevance, but this is not true. Any residency leaves 
a physical trace: documents, artworks or prototypes, sketches, posters, publications, etc. 
Many of these objects may have historical, cultural, and artistic value and deserve to be 
preserved. For this purpose, there should be not only a specially designated place but 
also an organisational system that will make it easy to find them in the future. To do this, 
you should learn some basic principles of archival science and implement a system in 
your organisation that meets your needs. No doubt, you will not be able to store every 
single item resulting from your residency programme, and some of them will be disposed 
of; if so, you should plan how to do this with the least possible damage to the 
environment.

We are storing more and more artefacts digitally, and this gives us another illusion: that 
such artefacts are eternal. However, virtually everything disappears: hard drives, CDs, 
and flash drives all deteriorate and malfunction, cloud storage platforms go bankrupt, 
and websites stop being hosted when you stop paying. The basic rule of thumb for 
storing important digital files is to always have a backup copy in another location. 
Nowadays, it's common to store files in the cloud—preferably on reliable paid services 
such as Google Drive or Dropbox—and have them backed up on a local drive, such as an 
external HDD stored in your physical archive.

Your website is the best place to present your archive publicly, where you can upload 
texts, photos, videos, digital artworks created by your residents, etc. You can also build a 
catalogue into your website—basically a search engine for your archive. However, 
remember that a website cannot be the only place to store your archive. You have to 
make sure that even if the residency ceases to exist, and your website disappears as well, 
the residency archive will be stored in a designated place and will be available for future 
generations. 

Another thing to consider is the storage of artworks created during the residency 
programme. Please note that this can involve numerous risks, so weigh the pros and cons 
before taking on this responsibility. If you acquire ownership of an artwork, you should 
legally formalise it and include it in the organisation's asset list. Preferably, you should set 
up a separate room for storing your art collections. It can even be a small room, but it 
should be dry and darkened: a basement or attic is likely not suitable for this because of 
possible problems with dampness and temperature changes. It would be great if the room 
had proper ventilation. Avoid direct sunlight on the artworks, and if there are windows in 
the room, make sure to use thick curtains or blinds.

The ideal conditions for storing artworks include climate control—a 40–55% humidity 
level and a temperature of 20–24°C. Such temperature and climate conditions can be 
achieved with a humidifier. Keep in mind that the worst storage conditions for paintings 
are those with sharp changes in temperature and humidity. Such fluctuations can cause 
paints to crack, turn yellow, change colours, etc. Humidity fluctuations of more than 5% 
during the day are very dangerous for paintings.

Do not store artworks folded or on the floor. It is better to use pallets or other types of 
furniture or shelving. Drawings, paintings, and certain types of installations should be 
stored hanging on walls or partitions. If it is not possible to hang paintings or if they need 
to be temporarily removed from the walls, make sure to store them vertically, like books 
on shelves. Never store artworks horizontally on surfaces where they lie on top of each 
other. If there are expensive pieces in your collections, consider conducting appraisals, 
buying insurance, setting alarms, or hiring security guards.

Just like other artefacts of your residency, your art collections need to be archived and 
regularly inventoried. It is important to have a good quality photograph, as well as a 
report on the condition of the artwork and possible defects for each piece of art that you 
keep. Take photos from different angles (in the case of flat paintings, also from the back) 
to capture their condition as best you can. Digitisation of artworks is very helpful in 
organising the collection and its archiving. If your collection includes digital pieces such 
as media art, videos, documentaries, etc., carefully consider the condition of the 
electronic devices on which they are stored. If certain equipment is part of an artwork, it 
will also require maintenance.

Since storing, cataloguing, and systematising artworks involves a lot of work, consider 
assigning this function to a competent person rather than having the entire team share 
the responsibility. It is also important that the professional community has access to this 
collection, if not regularly, then from time to time, or by personal appointment. When you 
start a new residency programme, you can also introduce your collection to the 
participants, and it can become a focus for their work. 

If you need to ship an artwork, make sure to hire a shipping specialist. Some postal 
services, such as DHL, offer a service for shipping artworks. For the temporary 
participation of an artwork in events abroad, you can use the ATA Carnet service 
provided by the Chamber of Commerce and Industry. This is an international customs 
document used as a customs declaration for the temporary export/import of exhibition 
cargo. Another option for transporting artworks abroad is to obtain documents from the 
Ministry of Culture and Information Policy (different authorised institutions handle this in 
different cities). An expert should prepare documents describing artworks and concluding 
that the artwork can be transported abroad to participate in an exhibition or for other 
purposes, if it does not have significant historical value (especially when it comes to 
contemporary art). The sending organisation can also write a cover letter in Ukrainian and 
English describing where the artwork is being sent and for what purpose.

Keeping in Touch with Residents
Your residents are ambassadors of your residency who will shape its reputation and 
influence your image in the professional community. Therefore, think about how you can 
keep in touch with them after the programme is completed so that your residency 
remains of interest to them and they feel honoured to have participated in it. Keeping in 
touch with your alumni is an important element of residency sustainability. Be sure to let 

Ecosystem of Residencies
As John Donne wrote, ‘No man is an island.’ This is particularly true in the case of the art 
community: it exists through relationships between people. No matter how geographically 
remote your residency is, it is crucial that it is part of networks both inside and outside of 
your country.

Networking is a time-consuming process that requires your team's resources, so it's better 
to include it in your annual planning, not to leave it till the last minute. We suggest that 
you schedule at least a few weeks a year for things like attending networking events and 
conferences, and keeping in touch with your former, current, and potential partners.

Why is networking so important? First and foremost, it's about communication. By 
working on maintaining and expanding your network of contacts, you ensure the 
exchange of experience between colleagues and the visibility of your residency in the 
professional world. Communication is also about creating opportunities: the more 
partners you have, the better your chances of receiving funding for your activities. 
Ultimately, achieving the ambitious goals set by your residency requires the work of many 
actors, and only in a network can you plan and implement significant changes in the 
system.

If you are interested in hosting foreign residents or cooperating with international 
partners, pay attention to international residency networks. We have already mentioned 
the largest among them, Transartists: here you can publish information about your 
residency for free (the Zapravka initiative can also help with this), distribute 
announcements, publish articles, etc. Another large network we have already mentioned 
is Res Artis. Participation in this network is paid, and it offers its members some exclusive 
opportunities, including announcement promotion, a discount for participation in the 
international Res Artis conference, access to online learning resources, etc. In addition, 

your residents know that they can count on a letter of recommendation from you. Also, a 
nice gesture is to give participants residency merchandise: T-shirts, shopping bags, 
notebooks, stickers, etc. These things are not only nice little mementos of their 
experience, but also an advertisement for your residency that the participants will take 
with them.

Create a page on your website where you will store information about your residents: 
their photos, short bios, interviews, work samples, etc. Also, we recommend creating a 
newsletter for former residents and sending them information about your current 
projects and new residents from time to time. Likewise, encourage your alumni to share 
information about their next steps. It's a good idea to share news about the latest 
projects of your former residents on your social media. Such publications add 
reputational value to you, the artists, and the institutions that organise such projects.

there are a number of regional networks, in particular, in Scandinavia and the Baltic 
States. Even though full participation in these networks may not be available to Ukrainian 
residencies, knowledge about them can help you find prospective partners.

Residency networks in Ukraine are just emerging. But in recent years, some institutions, 
including the NGO Congress of Cultural Activists, Ukrainian Cultural Foundation, House 
of Europe, and others, have organised events designed to bring residencies from all over 
Ukraine together under one roof and help them establish connections and seek funding. 
The Zapravka initiative has created an interactive map of art residencies in Ukraine and 
provides free consultations to residency managers on the development of their projects. 
Subscribe to all of the above-mentioned institutions and don't miss the opportunity to 
participate in events organised specifically for residencies.
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Take detailed notes in the team's answers and keep this information for planning your 
next residency edition.

In some ways, the process of working on mistakes is similar to reporting. However, while 
the latter addresses donors and inevitably simplifies the course of the residency 
programme and smoothes everything out, when working on mistakes you have a rare 
opportunity to focus on the details, being candid and talking honestly about all your 
failures. Look back at the goals you set for yourself when planning your residency 
programme and analyse sensibly whether you have succeeded in achieving them. If you 
failed or succeeded only partially—and this is what often happens—try to figure out what 
went wrong. Did you have poor time management? Did you overestimate your 
capabilities? Or perhaps you set goals that were too ambitious or abstract? Answering 
these questions is crucial for the further development of your residency programme.

Feedback sessions with your team after the residency programme is completed are useful 
not only for better planning, but also for healthy communication within the team, as 
conflicts and misunderstandings often arise during the organisation of events, and it is 
important to talk about them in a calm and friendly atmosphere when the most stressful 
period of the project is over. You can also organise a debriefing in a completely informal 
atmosphere, such as a team building event or a joint meal, yet allocate some time for 
concentrated work on mistakes, and be sure to record the results. Such sessions are the 
key to a healthy and sensitive future for your residency programme and your team.

Archiving and Storing Artworks
In Ukraine, there is a fundamental problem with preserving memory. It is not just about 
museums, libraries, archives, and memorials that suffer from a lack of funding, it is about 
newer non-governmental institutions and in particular small organisations that do not 
have established practices for archiving their activities. As a result, our knowledge of the 
cultural growth in Ukraine over the past 30 years is very fragmented, and new institutions 
and initiatives are constantly starting processes from scratch, unable to learn from the 
experience of their predecessors. Although this problem is systemic, your residency can 
be a good example of how to solve it.

At the very start of your residency programme, think of how you will keep your 
institutional archive: what you will include, where you will store it, how you will catalogue 
it, etc. The Internet and digitisation of document management have created the illusion 

that physical artefacts have lost their relevance, but this is not true. Any residency leaves 
a physical trace: documents, artworks or prototypes, sketches, posters, publications, etc. 
Many of these objects may have historical, cultural, and artistic value and deserve to be 
preserved. For this purpose, there should be not only a specially designated place but 
also an organisational system that will make it easy to find them in the future. To do this, 
you should learn some basic principles of archival science and implement a system in 
your organisation that meets your needs. No doubt, you will not be able to store every 
single item resulting from your residency programme, and some of them will be disposed 
of; if so, you should plan how to do this with the least possible damage to the 
environment.

We are storing more and more artefacts digitally, and this gives us another illusion: that 
such artefacts are eternal. However, virtually everything disappears: hard drives, CDs, 
and flash drives all deteriorate and malfunction, cloud storage platforms go bankrupt, 
and websites stop being hosted when you stop paying. The basic rule of thumb for 
storing important digital files is to always have a backup copy in another location. 
Nowadays, it's common to store files in the cloud—preferably on reliable paid services 
such as Google Drive or Dropbox—and have them backed up on a local drive, such as an 
external HDD stored in your physical archive.

Your website is the best place to present your archive publicly, where you can upload 
texts, photos, videos, digital artworks created by your residents, etc. You can also build a 
catalogue into your website—basically a search engine for your archive. However, 
remember that a website cannot be the only place to store your archive. You have to 
make sure that even if the residency ceases to exist, and your website disappears as well, 
the residency archive will be stored in a designated place and will be available for future 
generations. 

Another thing to consider is the storage of artworks created during the residency 
programme. Please note that this can involve numerous risks, so weigh the pros and cons 
before taking on this responsibility. If you acquire ownership of an artwork, you should 
legally formalise it and include it in the organisation's asset list. Preferably, you should set 
up a separate room for storing your art collections. It can even be a small room, but it 
should be dry and darkened: a basement or attic is likely not suitable for this because of 
possible problems with dampness and temperature changes. It would be great if the room 
had proper ventilation. Avoid direct sunlight on the artworks, and if there are windows in 
the room, make sure to use thick curtains or blinds.

The ideal conditions for storing artworks include climate control—a 40–55% humidity 
level and a temperature of 20–24°C. Such temperature and climate conditions can be 
achieved with a humidifier. Keep in mind that the worst storage conditions for paintings 
are those with sharp changes in temperature and humidity. Such fluctuations can cause 
paints to crack, turn yellow, change colours, etc. Humidity fluctuations of more than 5% 
during the day are very dangerous for paintings.

Do not store artworks folded or on the floor. It is better to use pallets or other types of 
furniture or shelving. Drawings, paintings, and certain types of installations should be 
stored hanging on walls or partitions. If it is not possible to hang paintings or if they need 
to be temporarily removed from the walls, make sure to store them vertically, like books 
on shelves. Never store artworks horizontally on surfaces where they lie on top of each 
other. If there are expensive pieces in your collections, consider conducting appraisals, 
buying insurance, setting alarms, or hiring security guards.

Just like other artefacts of your residency, your art collections need to be archived and 
regularly inventoried. It is important to have a good quality photograph, as well as a 
report on the condition of the artwork and possible defects for each piece of art that you 
keep. Take photos from different angles (in the case of flat paintings, also from the back) 
to capture their condition as best you can. Digitisation of artworks is very helpful in 
organising the collection and its archiving. If your collection includes digital pieces such 
as media art, videos, documentaries, etc., carefully consider the condition of the 
electronic devices on which they are stored. If certain equipment is part of an artwork, it 
will also require maintenance.

Since storing, cataloguing, and systematising artworks involves a lot of work, consider 
assigning this function to a competent person rather than having the entire team share 
the responsibility. It is also important that the professional community has access to this 
collection, if not regularly, then from time to time, or by personal appointment. When you 
start a new residency programme, you can also introduce your collection to the 
participants, and it can become a focus for their work. 

If you need to ship an artwork, make sure to hire a shipping specialist. Some postal 
services, such as DHL, offer a service for shipping artworks. For the temporary 
participation of an artwork in events abroad, you can use the ATA Carnet service 
provided by the Chamber of Commerce and Industry. This is an international customs 
document used as a customs declaration for the temporary export/import of exhibition 
cargo. Another option for transporting artworks abroad is to obtain documents from the 
Ministry of Culture and Information Policy (different authorised institutions handle this in 
different cities). An expert should prepare documents describing artworks and concluding 
that the artwork can be transported abroad to participate in an exhibition or for other 
purposes, if it does not have significant historical value (especially when it comes to 
contemporary art). The sending organisation can also write a cover letter in Ukrainian and 
English describing where the artwork is being sent and for what purpose.

Keeping in Touch with Residents
Your residents are ambassadors of your residency who will shape its reputation and 
influence your image in the professional community. Therefore, think about how you can 
keep in touch with them after the programme is completed so that your residency 
remains of interest to them and they feel honoured to have participated in it. Keeping in 
touch with your alumni is an important element of residency sustainability. Be sure to let 

Ecosystem of Residencies
As John Donne wrote, ‘No man is an island.’ This is particularly true in the case of the art 
community: it exists through relationships between people. No matter how geographically 
remote your residency is, it is crucial that it is part of networks both inside and outside of 
your country.

Networking is a time-consuming process that requires your team's resources, so it's better 
to include it in your annual planning, not to leave it till the last minute. We suggest that 
you schedule at least a few weeks a year for things like attending networking events and 
conferences, and keeping in touch with your former, current, and potential partners.

Why is networking so important? First and foremost, it's about communication. By 
working on maintaining and expanding your network of contacts, you ensure the 
exchange of experience between colleagues and the visibility of your residency in the 
professional world. Communication is also about creating opportunities: the more 
partners you have, the better your chances of receiving funding for your activities. 
Ultimately, achieving the ambitious goals set by your residency requires the work of many 
actors, and only in a network can you plan and implement significant changes in the 
system.

If you are interested in hosting foreign residents or cooperating with international 
partners, pay attention to international residency networks. We have already mentioned 
the largest among them, Transartists: here you can publish information about your 
residency for free (the Zapravka initiative can also help with this), distribute 
announcements, publish articles, etc. Another large network we have already mentioned 
is Res Artis. Participation in this network is paid, and it offers its members some exclusive 
opportunities, including announcement promotion, a discount for participation in the 
international Res Artis conference, access to online learning resources, etc. In addition, 

your residents know that they can count on a letter of recommendation from you. Also, a 
nice gesture is to give participants residency merchandise: T-shirts, shopping bags, 
notebooks, stickers, etc. These things are not only nice little mementos of their 
experience, but also an advertisement for your residency that the participants will take 
with them.

Create a page on your website where you will store information about your residents: 
their photos, short bios, interviews, work samples, etc. Also, we recommend creating a 
newsletter for former residents and sending them information about your current 
projects and new residents from time to time. Likewise, encourage your alumni to share 
information about their next steps. It's a good idea to share news about the latest 
projects of your former residents on your social media. Such publications add 
reputational value to you, the artists, and the institutions that organise such projects.

there are a number of regional networks, in particular, in Scandinavia and the Baltic 
States. Even though full participation in these networks may not be available to Ukrainian 
residencies, knowledge about them can help you find prospective partners.

Residency networks in Ukraine are just emerging. But in recent years, some institutions, 
including the NGO Congress of Cultural Activists, Ukrainian Cultural Foundation, House 
of Europe, and others, have organised events designed to bring residencies from all over 
Ukraine together under one roof and help them establish connections and seek funding. 
The Zapravka initiative has created an interactive map of art residencies in Ukraine and 
provides free consultations to residency managers on the development of their projects. 
Subscribe to all of the above-mentioned institutions and don't miss the opportunity to 
participate in events organised specifically for residencies.
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Take detailed notes in the team's answers and keep this information for planning your 
next residency edition.

In some ways, the process of working on mistakes is similar to reporting. However, while 
the latter addresses donors and inevitably simplifies the course of the residency 
programme and smoothes everything out, when working on mistakes you have a rare 
opportunity to focus on the details, being candid and talking honestly about all your 
failures. Look back at the goals you set for yourself when planning your residency 
programme and analyse sensibly whether you have succeeded in achieving them. If you 
failed or succeeded only partially—and this is what often happens—try to figure out what 
went wrong. Did you have poor time management? Did you overestimate your 
capabilities? Or perhaps you set goals that were too ambitious or abstract? Answering 
these questions is crucial for the further development of your residency programme.

Feedback sessions with your team after the residency programme is completed are useful 
not only for better planning, but also for healthy communication within the team, as 
conflicts and misunderstandings often arise during the organisation of events, and it is 
important to talk about them in a calm and friendly atmosphere when the most stressful 
period of the project is over. You can also organise a debriefing in a completely informal 
atmosphere, such as a team building event or a joint meal, yet allocate some time for 
concentrated work on mistakes, and be sure to record the results. Such sessions are the 
key to a healthy and sensitive future for your residency programme and your team.

Archiving and Storing Artworks
In Ukraine, there is a fundamental problem with preserving memory. It is not just about 
museums, libraries, archives, and memorials that suffer from a lack of funding, it is about 
newer non-governmental institutions and in particular small organisations that do not 
have established practices for archiving their activities. As a result, our knowledge of the 
cultural growth in Ukraine over the past 30 years is very fragmented, and new institutions 
and initiatives are constantly starting processes from scratch, unable to learn from the 
experience of their predecessors. Although this problem is systemic, your residency can 
be a good example of how to solve it.

At the very start of your residency programme, think of how you will keep your 
institutional archive: what you will include, where you will store it, how you will catalogue 
it, etc. The Internet and digitisation of document management have created the illusion 

that physical artefacts have lost their relevance, but this is not true. Any residency leaves 
a physical trace: documents, artworks or prototypes, sketches, posters, publications, etc. 
Many of these objects may have historical, cultural, and artistic value and deserve to be 
preserved. For this purpose, there should be not only a specially designated place but 
also an organisational system that will make it easy to find them in the future. To do this, 
you should learn some basic principles of archival science and implement a system in 
your organisation that meets your needs. No doubt, you will not be able to store every 
single item resulting from your residency programme, and some of them will be disposed 
of; if so, you should plan how to do this with the least possible damage to the 
environment.

We are storing more and more artefacts digitally, and this gives us another illusion: that 
such artefacts are eternal. However, virtually everything disappears: hard drives, CDs, 
and flash drives all deteriorate and malfunction, cloud storage platforms go bankrupt, 
and websites stop being hosted when you stop paying. The basic rule of thumb for 
storing important digital files is to always have a backup copy in another location. 
Nowadays, it's common to store files in the cloud—preferably on reliable paid services 
such as Google Drive or Dropbox—and have them backed up on a local drive, such as an 
external HDD stored in your physical archive.

Your website is the best place to present your archive publicly, where you can upload 
texts, photos, videos, digital artworks created by your residents, etc. You can also build a 
catalogue into your website—basically a search engine for your archive. However, 
remember that a website cannot be the only place to store your archive. You have to 
make sure that even if the residency ceases to exist, and your website disappears as well, 
the residency archive will be stored in a designated place and will be available for future 
generations. 

Another thing to consider is the storage of artworks created during the residency 
programme. Please note that this can involve numerous risks, so weigh the pros and cons 
before taking on this responsibility. If you acquire ownership of an artwork, you should 
legally formalise it and include it in the organisation's asset list. Preferably, you should set 
up a separate room for storing your art collections. It can even be a small room, but it 
should be dry and darkened: a basement or attic is likely not suitable for this because of 
possible problems with dampness and temperature changes. It would be great if the room 
had proper ventilation. Avoid direct sunlight on the artworks, and if there are windows in 
the room, make sure to use thick curtains or blinds.

The ideal conditions for storing artworks include climate control—a 40–55% humidity 
level and a temperature of 20–24°C. Such temperature and climate conditions can be 
achieved with a humidifier. Keep in mind that the worst storage conditions for paintings 
are those with sharp changes in temperature and humidity. Such fluctuations can cause 
paints to crack, turn yellow, change colours, etc. Humidity fluctuations of more than 5% 
during the day are very dangerous for paintings.

Do not store artworks folded or on the floor. It is better to use pallets or other types of 
furniture or shelving. Drawings, paintings, and certain types of installations should be 
stored hanging on walls or partitions. If it is not possible to hang paintings or if they need 
to be temporarily removed from the walls, make sure to store them vertically, like books 
on shelves. Never store artworks horizontally on surfaces where they lie on top of each 
other. If there are expensive pieces in your collections, consider conducting appraisals, 
buying insurance, setting alarms, or hiring security guards.

Just like other artefacts of your residency, your art collections need to be archived and 
regularly inventoried. It is important to have a good quality photograph, as well as a 
report on the condition of the artwork and possible defects for each piece of art that you 
keep. Take photos from different angles (in the case of flat paintings, also from the back) 
to capture their condition as best you can. Digitisation of artworks is very helpful in 
organising the collection and its archiving. If your collection includes digital pieces such 
as media art, videos, documentaries, etc., carefully consider the condition of the 
electronic devices on which they are stored. If certain equipment is part of an artwork, it 
will also require maintenance.

Since storing, cataloguing, and systematising artworks involves a lot of work, consider 
assigning this function to a competent person rather than having the entire team share 
the responsibility. It is also important that the professional community has access to this 
collection, if not regularly, then from time to time, or by personal appointment. When you 
start a new residency programme, you can also introduce your collection to the 
participants, and it can become a focus for their work. 

If you need to ship an artwork, make sure to hire a shipping specialist. Some postal 
services, such as DHL, offer a service for shipping artworks. For the temporary 
participation of an artwork in events abroad, you can use the ATA Carnet service 
provided by the Chamber of Commerce and Industry. This is an international customs 
document used as a customs declaration for the temporary export/import of exhibition 
cargo. Another option for transporting artworks abroad is to obtain documents from the 
Ministry of Culture and Information Policy (different authorised institutions handle this in 
different cities). An expert should prepare documents describing artworks and concluding 
that the artwork can be transported abroad to participate in an exhibition or for other 
purposes, if it does not have significant historical value (especially when it comes to 
contemporary art). The sending organisation can also write a cover letter in Ukrainian and 
English describing where the artwork is being sent and for what purpose.

Keeping in Touch with Residents
Your residents are ambassadors of your residency who will shape its reputation and 
influence your image in the professional community. Therefore, think about how you can 
keep in touch with them after the programme is completed so that your residency 
remains of interest to them and they feel honoured to have participated in it. Keeping in 
touch with your alumni is an important element of residency sustainability. Be sure to let 

Ecosystem of Residencies
As John Donne wrote, ‘No man is an island.’ This is particularly true in the case of the art 
community: it exists through relationships between people. No matter how geographically 
remote your residency is, it is crucial that it is part of networks both inside and outside of 
your country.

Networking is a time-consuming process that requires your team's resources, so it's better 
to include it in your annual planning, not to leave it till the last minute. We suggest that 
you schedule at least a few weeks a year for things like attending networking events and 
conferences, and keeping in touch with your former, current, and potential partners.

Why is networking so important? First and foremost, it's about communication. By 
working on maintaining and expanding your network of contacts, you ensure the 
exchange of experience between colleagues and the visibility of your residency in the 
professional world. Communication is also about creating opportunities: the more 
partners you have, the better your chances of receiving funding for your activities. 
Ultimately, achieving the ambitious goals set by your residency requires the work of many 
actors, and only in a network can you plan and implement significant changes in the 
system.

If you are interested in hosting foreign residents or cooperating with international 
partners, pay attention to international residency networks. We have already mentioned 
the largest among them, Transartists: here you can publish information about your 
residency for free (the Zapravka initiative can also help with this), distribute 
announcements, publish articles, etc. Another large network we have already mentioned 
is Res Artis. Participation in this network is paid, and it offers its members some exclusive 
opportunities, including announcement promotion, a discount for participation in the 
international Res Artis conference, access to online learning resources, etc. In addition, 

your residents know that they can count on a letter of recommendation from you. Also, a 
nice gesture is to give participants residency merchandise: T-shirts, shopping bags, 
notebooks, stickers, etc. These things are not only nice little mementos of their 
experience, but also an advertisement for your residency that the participants will take 
with them.

Create a page on your website where you will store information about your residents: 
their photos, short bios, interviews, work samples, etc. Also, we recommend creating a 
newsletter for former residents and sending them information about your current 
projects and new residents from time to time. Likewise, encourage your alumni to share 
information about their next steps. It's a good idea to share news about the latest 
projects of your former residents on your social media. Such publications add 
reputational value to you, the artists, and the institutions that organise such projects.

there are a number of regional networks, in particular, in Scandinavia and the Baltic 
States. Even though full participation in these networks may not be available to Ukrainian 
residencies, knowledge about them can help you find prospective partners.

Residency networks in Ukraine are just emerging. But in recent years, some institutions, 
including the NGO Congress of Cultural Activists, Ukrainian Cultural Foundation, House 
of Europe, and others, have organised events designed to bring residencies from all over 
Ukraine together under one roof and help them establish connections and seek funding. 
The Zapravka initiative has created an interactive map of art residencies in Ukraine and 
provides free consultations to residency managers on the development of their projects. 
Subscribe to all of the above-mentioned institutions and don't miss the opportunity to 
participate in events organised specifically for residencies.
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Take detailed notes in the team's answers and keep this information for planning your 
next residency edition.

In some ways, the process of working on mistakes is similar to reporting. However, while 
the latter addresses donors and inevitably simplifies the course of the residency 
programme and smoothes everything out, when working on mistakes you have a rare 
opportunity to focus on the details, being candid and talking honestly about all your 
failures. Look back at the goals you set for yourself when planning your residency 
programme and analyse sensibly whether you have succeeded in achieving them. If you 
failed or succeeded only partially—and this is what often happens—try to figure out what 
went wrong. Did you have poor time management? Did you overestimate your 
capabilities? Or perhaps you set goals that were too ambitious or abstract? Answering 
these questions is crucial for the further development of your residency programme.

Feedback sessions with your team after the residency programme is completed are useful 
not only for better planning, but also for healthy communication within the team, as 
conflicts and misunderstandings often arise during the organisation of events, and it is 
important to talk about them in a calm and friendly atmosphere when the most stressful 
period of the project is over. You can also organise a debriefing in a completely informal 
atmosphere, such as a team building event or a joint meal, yet allocate some time for 
concentrated work on mistakes, and be sure to record the results. Such sessions are the 
key to a healthy and sensitive future for your residency programme and your team.

Archiving and Storing Artworks
In Ukraine, there is a fundamental problem with preserving memory. It is not just about 
museums, libraries, archives, and memorials that suffer from a lack of funding, it is about 
newer non-governmental institutions and in particular small organisations that do not 
have established practices for archiving their activities. As a result, our knowledge of the 
cultural growth in Ukraine over the past 30 years is very fragmented, and new institutions 
and initiatives are constantly starting processes from scratch, unable to learn from the 
experience of their predecessors. Although this problem is systemic, your residency can 
be a good example of how to solve it.

At the very start of your residency programme, think of how you will keep your 
institutional archive: what you will include, where you will store it, how you will catalogue 
it, etc. The Internet and digitisation of document management have created the illusion 

that physical artefacts have lost their relevance, but this is not true. Any residency leaves 
a physical trace: documents, artworks or prototypes, sketches, posters, publications, etc. 
Many of these objects may have historical, cultural, and artistic value and deserve to be 
preserved. For this purpose, there should be not only a specially designated place but 
also an organisational system that will make it easy to find them in the future. To do this, 
you should learn some basic principles of archival science and implement a system in 
your organisation that meets your needs. No doubt, you will not be able to store every 
single item resulting from your residency programme, and some of them will be disposed 
of; if so, you should plan how to do this with the least possible damage to the 
environment.

We are storing more and more artefacts digitally, and this gives us another illusion: that 
such artefacts are eternal. However, virtually everything disappears: hard drives, CDs, 
and flash drives all deteriorate and malfunction, cloud storage platforms go bankrupt, 
and websites stop being hosted when you stop paying. The basic rule of thumb for 
storing important digital files is to always have a backup copy in another location. 
Nowadays, it's common to store files in the cloud—preferably on reliable paid services 
such as Google Drive or Dropbox—and have them backed up on a local drive, such as an 
external HDD stored in your physical archive.

Your website is the best place to present your archive publicly, where you can upload 
texts, photos, videos, digital artworks created by your residents, etc. You can also build a 
catalogue into your website—basically a search engine for your archive. However, 
remember that a website cannot be the only place to store your archive. You have to 
make sure that even if the residency ceases to exist, and your website disappears as well, 
the residency archive will be stored in a designated place and will be available for future 
generations. 

Another thing to consider is the storage of artworks created during the residency 
programme. Please note that this can involve numerous risks, so weigh the pros and cons 
before taking on this responsibility. If you acquire ownership of an artwork, you should 
legally formalise it and include it in the organisation's asset list. Preferably, you should set 
up a separate room for storing your art collections. It can even be a small room, but it 
should be dry and darkened: a basement or attic is likely not suitable for this because of 
possible problems with dampness and temperature changes. It would be great if the room 
had proper ventilation. Avoid direct sunlight on the artworks, and if there are windows in 
the room, make sure to use thick curtains or blinds.

The ideal conditions for storing artworks include climate control—a 40–55% humidity 
level and a temperature of 20–24°C. Such temperature and climate conditions can be 
achieved with a humidifier. Keep in mind that the worst storage conditions for paintings 
are those with sharp changes in temperature and humidity. Such fluctuations can cause 
paints to crack, turn yellow, change colours, etc. Humidity fluctuations of more than 5% 
during the day are very dangerous for paintings.

Do not store artworks folded or on the floor. It is better to use pallets or other types of 
furniture or shelving. Drawings, paintings, and certain types of installations should be 
stored hanging on walls or partitions. If it is not possible to hang paintings or if they need 
to be temporarily removed from the walls, make sure to store them vertically, like books 
on shelves. Never store artworks horizontally on surfaces where they lie on top of each 
other. If there are expensive pieces in your collections, consider conducting appraisals, 
buying insurance, setting alarms, or hiring security guards.

Just like other artefacts of your residency, your art collections need to be archived and 
regularly inventoried. It is important to have a good quality photograph, as well as a 
report on the condition of the artwork and possible defects for each piece of art that you 
keep. Take photos from different angles (in the case of flat paintings, also from the back) 
to capture their condition as best you can. Digitisation of artworks is very helpful in 
organising the collection and its archiving. If your collection includes digital pieces such 
as media art, videos, documentaries, etc., carefully consider the condition of the 
electronic devices on which they are stored. If certain equipment is part of an artwork, it 
will also require maintenance.

Since storing, cataloguing, and systematising artworks involves a lot of work, consider 
assigning this function to a competent person rather than having the entire team share 
the responsibility. It is also important that the professional community has access to this 
collection, if not regularly, then from time to time, or by personal appointment. When you 
start a new residency programme, you can also introduce your collection to the 
participants, and it can become a focus for their work. 

If you need to ship an artwork, make sure to hire a shipping specialist. Some postal 
services, such as DHL, offer a service for shipping artworks. For the temporary 
participation of an artwork in events abroad, you can use the ATA Carnet service 
provided by the Chamber of Commerce and Industry. This is an international customs 
document used as a customs declaration for the temporary export/import of exhibition 
cargo. Another option for transporting artworks abroad is to obtain documents from the 
Ministry of Culture and Information Policy (different authorised institutions handle this in 
different cities). An expert should prepare documents describing artworks and concluding 
that the artwork can be transported abroad to participate in an exhibition or for other 
purposes, if it does not have significant historical value (especially when it comes to 
contemporary art). The sending organisation can also write a cover letter in Ukrainian and 
English describing where the artwork is being sent and for what purpose.

Keeping in Touch with Residents
Your residents are ambassadors of your residency who will shape its reputation and 
influence your image in the professional community. Therefore, think about how you can 
keep in touch with them after the programme is completed so that your residency 
remains of interest to them and they feel honoured to have participated in it. Keeping in 
touch with your alumni is an important element of residency sustainability. Be sure to let 

Ecosystem of Residencies
As John Donne wrote, ‘No man is an island.’ This is particularly true in the case of the art 
community: it exists through relationships between people. No matter how geographically 
remote your residency is, it is crucial that it is part of networks both inside and outside of 
your country.

Networking is a time-consuming process that requires your team's resources, so it's better 
to include it in your annual planning, not to leave it till the last minute. We suggest that 
you schedule at least a few weeks a year for things like attending networking events and 
conferences, and keeping in touch with your former, current, and potential partners.

Why is networking so important? First and foremost, it's about communication. By 
working on maintaining and expanding your network of contacts, you ensure the 
exchange of experience between colleagues and the visibility of your residency in the 
professional world. Communication is also about creating opportunities: the more 
partners you have, the better your chances of receiving funding for your activities. 
Ultimately, achieving the ambitious goals set by your residency requires the work of many 
actors, and only in a network can you plan and implement significant changes in the 
system.

If you are interested in hosting foreign residents or cooperating with international 
partners, pay attention to international residency networks. We have already mentioned 
the largest among them, Transartists: here you can publish information about your 
residency for free (the Zapravka initiative can also help with this), distribute 
announcements, publish articles, etc. Another large network we have already mentioned 
is Res Artis. Participation in this network is paid, and it offers its members some exclusive 
opportunities, including announcement promotion, a discount for participation in the 
international Res Artis conference, access to online learning resources, etc. In addition, 

your residents know that they can count on a letter of recommendation from you. Also, a 
nice gesture is to give participants residency merchandise: T-shirts, shopping bags, 
notebooks, stickers, etc. These things are not only nice little mementos of their 
experience, but also an advertisement for your residency that the participants will take 
with them.

Create a page on your website where you will store information about your residents: 
their photos, short bios, interviews, work samples, etc. Also, we recommend creating a 
newsletter for former residents and sending them information about your current 
projects and new residents from time to time. Likewise, encourage your alumni to share 
information about their next steps. It's a good idea to share news about the latest 
projects of your former residents on your social media. Such publications add 
reputational value to you, the artists, and the institutions that organise such projects.

there are a number of regional networks, in particular, in Scandinavia and the Baltic 
States. Even though full participation in these networks may not be available to Ukrainian 
residencies, knowledge about them can help you find prospective partners.

Residency networks in Ukraine are just emerging. But in recent years, some institutions, 
including the NGO Congress of Cultural Activists, Ukrainian Cultural Foundation, House 
of Europe, and others, have organised events designed to bring residencies from all over 
Ukraine together under one roof and help them establish connections and seek funding. 
The Zapravka initiative has created an interactive map of art residencies in Ukraine and 
provides free consultations to residency managers on the development of their projects. 
Subscribe to all of the above-mentioned institutions and don't miss the opportunity to 
participate in events organised specifically for residencies.
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Take detailed notes in the team's answers and keep this information for planning your 
next residency edition.

In some ways, the process of working on mistakes is similar to reporting. However, while 
the latter addresses donors and inevitably simplifies the course of the residency 
programme and smoothes everything out, when working on mistakes you have a rare 
opportunity to focus on the details, being candid and talking honestly about all your 
failures. Look back at the goals you set for yourself when planning your residency 
programme and analyse sensibly whether you have succeeded in achieving them. If you 
failed or succeeded only partially—and this is what often happens—try to figure out what 
went wrong. Did you have poor time management? Did you overestimate your 
capabilities? Or perhaps you set goals that were too ambitious or abstract? Answering 
these questions is crucial for the further development of your residency programme.

Feedback sessions with your team after the residency programme is completed are useful 
not only for better planning, but also for healthy communication within the team, as 
conflicts and misunderstandings often arise during the organisation of events, and it is 
important to talk about them in a calm and friendly atmosphere when the most stressful 
period of the project is over. You can also organise a debriefing in a completely informal 
atmosphere, such as a team building event or a joint meal, yet allocate some time for 
concentrated work on mistakes, and be sure to record the results. Such sessions are the 
key to a healthy and sensitive future for your residency programme and your team.

Archiving and Storing Artworks
In Ukraine, there is a fundamental problem with preserving memory. It is not just about 
museums, libraries, archives, and memorials that suffer from a lack of funding, it is about 
newer non-governmental institutions and in particular small organisations that do not 
have established practices for archiving their activities. As a result, our knowledge of the 
cultural growth in Ukraine over the past 30 years is very fragmented, and new institutions 
and initiatives are constantly starting processes from scratch, unable to learn from the 
experience of their predecessors. Although this problem is systemic, your residency can 
be a good example of how to solve it.

At the very start of your residency programme, think of how you will keep your 
institutional archive: what you will include, where you will store it, how you will catalogue 
it, etc. The Internet and digitisation of document management have created the illusion 

that physical artefacts have lost their relevance, but this is not true. Any residency leaves 
a physical trace: documents, artworks or prototypes, sketches, posters, publications, etc. 
Many of these objects may have historical, cultural, and artistic value and deserve to be 
preserved. For this purpose, there should be not only a specially designated place but 
also an organisational system that will make it easy to find them in the future. To do this, 
you should learn some basic principles of archival science and implement a system in 
your organisation that meets your needs. No doubt, you will not be able to store every 
single item resulting from your residency programme, and some of them will be disposed 
of; if so, you should plan how to do this with the least possible damage to the 
environment.

We are storing more and more artefacts digitally, and this gives us another illusion: that 
such artefacts are eternal. However, virtually everything disappears: hard drives, CDs, 
and flash drives all deteriorate and malfunction, cloud storage platforms go bankrupt, 
and websites stop being hosted when you stop paying. The basic rule of thumb for 
storing important digital files is to always have a backup copy in another location. 
Nowadays, it's common to store files in the cloud—preferably on reliable paid services 
such as Google Drive or Dropbox—and have them backed up on a local drive, such as an 
external HDD stored in your physical archive.

Your website is the best place to present your archive publicly, where you can upload 
texts, photos, videos, digital artworks created by your residents, etc. You can also build a 
catalogue into your website—basically a search engine for your archive. However, 
remember that a website cannot be the only place to store your archive. You have to 
make sure that even if the residency ceases to exist, and your website disappears as well, 
the residency archive will be stored in a designated place and will be available for future 
generations. 

Another thing to consider is the storage of artworks created during the residency 
programme. Please note that this can involve numerous risks, so weigh the pros and cons 
before taking on this responsibility. If you acquire ownership of an artwork, you should 
legally formalise it and include it in the organisation's asset list. Preferably, you should set 
up a separate room for storing your art collections. It can even be a small room, but it 
should be dry and darkened: a basement or attic is likely not suitable for this because of 
possible problems with dampness and temperature changes. It would be great if the room 
had proper ventilation. Avoid direct sunlight on the artworks, and if there are windows in 
the room, make sure to use thick curtains or blinds.

The ideal conditions for storing artworks include climate control—a 40–55% humidity 
level and a temperature of 20–24°C. Such temperature and climate conditions can be 
achieved with a humidifier. Keep in mind that the worst storage conditions for paintings 
are those with sharp changes in temperature and humidity. Such fluctuations can cause 
paints to crack, turn yellow, change colours, etc. Humidity fluctuations of more than 5% 
during the day are very dangerous for paintings.

Do not store artworks folded or on the floor. It is better to use pallets or other types of 
furniture or shelving. Drawings, paintings, and certain types of installations should be 
stored hanging on walls or partitions. If it is not possible to hang paintings or if they need 
to be temporarily removed from the walls, make sure to store them vertically, like books 
on shelves. Never store artworks horizontally on surfaces where they lie on top of each 
other. If there are expensive pieces in your collections, consider conducting appraisals, 
buying insurance, setting alarms, or hiring security guards.

Just like other artefacts of your residency, your art collections need to be archived and 
regularly inventoried. It is important to have a good quality photograph, as well as a 
report on the condition of the artwork and possible defects for each piece of art that you 
keep. Take photos from different angles (in the case of flat paintings, also from the back) 
to capture their condition as best you can. Digitisation of artworks is very helpful in 
organising the collection and its archiving. If your collection includes digital pieces such 
as media art, videos, documentaries, etc., carefully consider the condition of the 
electronic devices on which they are stored. If certain equipment is part of an artwork, it 
will also require maintenance.

Since storing, cataloguing, and systematising artworks involves a lot of work, consider 
assigning this function to a competent person rather than having the entire team share 
the responsibility. It is also important that the professional community has access to this 
collection, if not regularly, then from time to time, or by personal appointment. When you 
start a new residency programme, you can also introduce your collection to the 
participants, and it can become a focus for their work. 

If you need to ship an artwork, make sure to hire a shipping specialist. Some postal 
services, such as DHL, offer a service for shipping artworks. For the temporary 
participation of an artwork in events abroad, you can use the ATA Carnet service 
provided by the Chamber of Commerce and Industry. This is an international customs 
document used as a customs declaration for the temporary export/import of exhibition 
cargo. Another option for transporting artworks abroad is to obtain documents from the 
Ministry of Culture and Information Policy (different authorised institutions handle this in 
different cities). An expert should prepare documents describing artworks and concluding 
that the artwork can be transported abroad to participate in an exhibition or for other 
purposes, if it does not have significant historical value (especially when it comes to 
contemporary art). The sending organisation can also write a cover letter in Ukrainian and 
English describing where the artwork is being sent and for what purpose.

Keeping in Touch with Residents
Your residents are ambassadors of your residency who will shape its reputation and 
influence your image in the professional community. Therefore, think about how you can 
keep in touch with them after the programme is completed so that your residency 
remains of interest to them and they feel honoured to have participated in it. Keeping in 
touch with your alumni is an important element of residency sustainability. Be sure to let 

Ecosystem of Residencies
As John Donne wrote, ‘No man is an island.’ This is particularly true in the case of the art 
community: it exists through relationships between people. No matter how geographically 
remote your residency is, it is crucial that it is part of networks both inside and outside of 
your country.

Networking is a time-consuming process that requires your team's resources, so it's better 
to include it in your annual planning, not to leave it till the last minute. We suggest that 
you schedule at least a few weeks a year for things like attending networking events and 
conferences, and keeping in touch with your former, current, and potential partners.

Why is networking so important? First and foremost, it's about communication. By 
working on maintaining and expanding your network of contacts, you ensure the 
exchange of experience between colleagues and the visibility of your residency in the 
professional world. Communication is also about creating opportunities: the more 
partners you have, the better your chances of receiving funding for your activities. 
Ultimately, achieving the ambitious goals set by your residency requires the work of many 
actors, and only in a network can you plan and implement significant changes in the 
system.

If you are interested in hosting foreign residents or cooperating with international 
partners, pay attention to international residency networks. We have already mentioned 
the largest among them, Transartists: here you can publish information about your 
residency for free (the Zapravka initiative can also help with this), distribute 
announcements, publish articles, etc. Another large network we have already mentioned 
is Res Artis. Participation in this network is paid, and it offers its members some exclusive 
opportunities, including announcement promotion, a discount for participation in the 
international Res Artis conference, access to online learning resources, etc. In addition, 

your residents know that they can count on a letter of recommendation from you. Also, a 
nice gesture is to give participants residency merchandise: T-shirts, shopping bags, 
notebooks, stickers, etc. These things are not only nice little mementos of their 
experience, but also an advertisement for your residency that the participants will take 
with them.

Create a page on your website where you will store information about your residents: 
their photos, short bios, interviews, work samples, etc. Also, we recommend creating a 
newsletter for former residents and sending them information about your current 
projects and new residents from time to time. Likewise, encourage your alumni to share 
information about their next steps. It's a good idea to share news about the latest 
projects of your former residents on your social media. Such publications add 
reputational value to you, the artists, and the institutions that organise such projects.

there are a number of regional networks, in particular, in Scandinavia and the Baltic 
States. Even though full participation in these networks may not be available to Ukrainian 
residencies, knowledge about them can help you find prospective partners.

Residency networks in Ukraine are just emerging. But in recent years, some institutions, 
including the NGO Congress of Cultural Activists, Ukrainian Cultural Foundation, House 
of Europe, and others, have organised events designed to bring residencies from all over 
Ukraine together under one roof and help them establish connections and seek funding. 
The Zapravka initiative has created an interactive map of art residencies in Ukraine and 
provides free consultations to residency managers on the development of their projects. 
Subscribe to all of the above-mentioned institutions and don't miss the opportunity to 
participate in events organised specifically for residencies.
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Take detailed notes in the team's answers and keep this information for planning your 
next residency edition.

In some ways, the process of working on mistakes is similar to reporting. However, while 
the latter addresses donors and inevitably simplifies the course of the residency 
programme and smoothes everything out, when working on mistakes you have a rare 
opportunity to focus on the details, being candid and talking honestly about all your 
failures. Look back at the goals you set for yourself when planning your residency 
programme and analyse sensibly whether you have succeeded in achieving them. If you 
failed or succeeded only partially—and this is what often happens—try to figure out what 
went wrong. Did you have poor time management? Did you overestimate your 
capabilities? Or perhaps you set goals that were too ambitious or abstract? Answering 
these questions is crucial for the further development of your residency programme.

Feedback sessions with your team after the residency programme is completed are useful 
not only for better planning, but also for healthy communication within the team, as 
conflicts and misunderstandings often arise during the organisation of events, and it is 
important to talk about them in a calm and friendly atmosphere when the most stressful 
period of the project is over. You can also organise a debriefing in a completely informal 
atmosphere, such as a team building event or a joint meal, yet allocate some time for 
concentrated work on mistakes, and be sure to record the results. Such sessions are the 
key to a healthy and sensitive future for your residency programme and your team.

Archiving and Storing Artworks
In Ukraine, there is a fundamental problem with preserving memory. It is not just about 
museums, libraries, archives, and memorials that suffer from a lack of funding, it is about 
newer non-governmental institutions and in particular small organisations that do not 
have established practices for archiving their activities. As a result, our knowledge of the 
cultural growth in Ukraine over the past 30 years is very fragmented, and new institutions 
and initiatives are constantly starting processes from scratch, unable to learn from the 
experience of their predecessors. Although this problem is systemic, your residency can 
be a good example of how to solve it.

At the very start of your residency programme, think of how you will keep your 
institutional archive: what you will include, where you will store it, how you will catalogue 
it, etc. The Internet and digitisation of document management have created the illusion 

that physical artefacts have lost their relevance, but this is not true. Any residency leaves 
a physical trace: documents, artworks or prototypes, sketches, posters, publications, etc. 
Many of these objects may have historical, cultural, and artistic value and deserve to be 
preserved. For this purpose, there should be not only a specially designated place but 
also an organisational system that will make it easy to find them in the future. To do this, 
you should learn some basic principles of archival science and implement a system in 
your organisation that meets your needs. No doubt, you will not be able to store every 
single item resulting from your residency programme, and some of them will be disposed 
of; if so, you should plan how to do this with the least possible damage to the 
environment.

We are storing more and more artefacts digitally, and this gives us another illusion: that 
such artefacts are eternal. However, virtually everything disappears: hard drives, CDs, 
and flash drives all deteriorate and malfunction, cloud storage platforms go bankrupt, 
and websites stop being hosted when you stop paying. The basic rule of thumb for 
storing important digital files is to always have a backup copy in another location. 
Nowadays, it's common to store files in the cloud—preferably on reliable paid services 
such as Google Drive or Dropbox—and have them backed up on a local drive, such as an 
external HDD stored in your physical archive.

Your website is the best place to present your archive publicly, where you can upload 
texts, photos, videos, digital artworks created by your residents, etc. You can also build a 
catalogue into your website—basically a search engine for your archive. However, 
remember that a website cannot be the only place to store your archive. You have to 
make sure that even if the residency ceases to exist, and your website disappears as well, 
the residency archive will be stored in a designated place and will be available for future 
generations. 

Another thing to consider is the storage of artworks created during the residency 
programme. Please note that this can involve numerous risks, so weigh the pros and cons 
before taking on this responsibility. If you acquire ownership of an artwork, you should 
legally formalise it and include it in the organisation's asset list. Preferably, you should set 
up a separate room for storing your art collections. It can even be a small room, but it 
should be dry and darkened: a basement or attic is likely not suitable for this because of 
possible problems with dampness and temperature changes. It would be great if the room 
had proper ventilation. Avoid direct sunlight on the artworks, and if there are windows in 
the room, make sure to use thick curtains or blinds.

The ideal conditions for storing artworks include climate control—a 40–55% humidity 
level and a temperature of 20–24°C. Such temperature and climate conditions can be 
achieved with a humidifier. Keep in mind that the worst storage conditions for paintings 
are those with sharp changes in temperature and humidity. Such fluctuations can cause 
paints to crack, turn yellow, change colours, etc. Humidity fluctuations of more than 5% 
during the day are very dangerous for paintings.

Do not store artworks folded or on the floor. It is better to use pallets or other types of 
furniture or shelving. Drawings, paintings, and certain types of installations should be 
stored hanging on walls or partitions. If it is not possible to hang paintings or if they need 
to be temporarily removed from the walls, make sure to store them vertically, like books 
on shelves. Never store artworks horizontally on surfaces where they lie on top of each 
other. If there are expensive pieces in your collections, consider conducting appraisals, 
buying insurance, setting alarms, or hiring security guards.

Just like other artefacts of your residency, your art collections need to be archived and 
regularly inventoried. It is important to have a good quality photograph, as well as a 
report on the condition of the artwork and possible defects for each piece of art that you 
keep. Take photos from different angles (in the case of flat paintings, also from the back) 
to capture their condition as best you can. Digitisation of artworks is very helpful in 
organising the collection and its archiving. If your collection includes digital pieces such 
as media art, videos, documentaries, etc., carefully consider the condition of the 
electronic devices on which they are stored. If certain equipment is part of an artwork, it 
will also require maintenance.

Since storing, cataloguing, and systematising artworks involves a lot of work, consider 
assigning this function to a competent person rather than having the entire team share 
the responsibility. It is also important that the professional community has access to this 
collection, if not regularly, then from time to time, or by personal appointment. When you 
start a new residency programme, you can also introduce your collection to the 
participants, and it can become a focus for their work. 

If you need to ship an artwork, make sure to hire a shipping specialist. Some postal 
services, such as DHL, offer a service for shipping artworks. For the temporary 
participation of an artwork in events abroad, you can use the ATA Carnet service 
provided by the Chamber of Commerce and Industry. This is an international customs 
document used as a customs declaration for the temporary export/import of exhibition 
cargo. Another option for transporting artworks abroad is to obtain documents from the 
Ministry of Culture and Information Policy (different authorised institutions handle this in 
different cities). An expert should prepare documents describing artworks and concluding 
that the artwork can be transported abroad to participate in an exhibition or for other 
purposes, if it does not have significant historical value (especially when it comes to 
contemporary art). The sending organisation can also write a cover letter in Ukrainian and 
English describing where the artwork is being sent and for what purpose.

Keeping in Touch with Residents
Your residents are ambassadors of your residency who will shape its reputation and 
influence your image in the professional community. Therefore, think about how you can 
keep in touch with them after the programme is completed so that your residency 
remains of interest to them and they feel honoured to have participated in it. Keeping in 
touch with your alumni is an important element of residency sustainability. Be sure to let 

Ecosystem of Residencies
As John Donne wrote, ‘No man is an island.’ This is particularly true in the case of the art 
community: it exists through relationships between people. No matter how geographically 
remote your residency is, it is crucial that it is part of networks both inside and outside of 
your country.

Networking is a time-consuming process that requires your team's resources, so it's better 
to include it in your annual planning, not to leave it till the last minute. We suggest that 
you schedule at least a few weeks a year for things like attending networking events and 
conferences, and keeping in touch with your former, current, and potential partners.

Why is networking so important? First and foremost, it's about communication. By 
working on maintaining and expanding your network of contacts, you ensure the 
exchange of experience between colleagues and the visibility of your residency in the 
professional world. Communication is also about creating opportunities: the more 
partners you have, the better your chances of receiving funding for your activities. 
Ultimately, achieving the ambitious goals set by your residency requires the work of many 
actors, and only in a network can you plan and implement significant changes in the 
system.

If you are interested in hosting foreign residents or cooperating with international 
partners, pay attention to international residency networks. We have already mentioned 
the largest among them, Transartists: here you can publish information about your 
residency for free (the Zapravka initiative can also help with this), distribute 
announcements, publish articles, etc. Another large network we have already mentioned 
is Res Artis. Participation in this network is paid, and it offers its members some exclusive 
opportunities, including announcement promotion, a discount for participation in the 
international Res Artis conference, access to online learning resources, etc. In addition, 

Anna Haidai, Curator of the Magic Carpets art residencies 
and Visual Arts Project Manager at Jam Factory Art Centre (Lviv)

“The opportunity that the residencies offer is building bridges between cultures 
of different countries through the participation of artists and curators.”

your residents know that they can count on a letter of recommendation from you. Also, a 
nice gesture is to give participants residency merchandise: T-shirts, shopping bags, 
notebooks, stickers, etc. These things are not only nice little mementos of their 
experience, but also an advertisement for your residency that the participants will take 
with them.

Create a page on your website where you will store information about your residents: 
their photos, short bios, interviews, work samples, etc. Also, we recommend creating a 
newsletter for former residents and sending them information about your current 
projects and new residents from time to time. Likewise, encourage your alumni to share 
information about their next steps. It's a good idea to share news about the latest 
projects of your former residents on your social media. Such publications add 
reputational value to you, the artists, and the institutions that organise such projects.

there are a number of regional networks, in particular, in Scandinavia and the Baltic 
States. Even though full participation in these networks may not be available to Ukrainian 
residencies, knowledge about them can help you find prospective partners.

Residency networks in Ukraine are just emerging. But in recent years, some institutions, 
including the NGO Congress of Cultural Activists, Ukrainian Cultural Foundation, House 
of Europe, and others, have organised events designed to bring residencies from all over 
Ukraine together under one roof and help them establish connections and seek funding. 
The Zapravka initiative has created an interactive map of art residencies in Ukraine and 
provides free consultations to residency managers on the development of their projects. 
Subscribe to all of the above-mentioned institutions and don't miss the opportunity to 
participate in events organised specifically for residencies.
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Take detailed notes in the team's answers and keep this information for planning your 
next residency edition.

In some ways, the process of working on mistakes is similar to reporting. However, while 
the latter addresses donors and inevitably simplifies the course of the residency 
programme and smoothes everything out, when working on mistakes you have a rare 
opportunity to focus on the details, being candid and talking honestly about all your 
failures. Look back at the goals you set for yourself when planning your residency 
programme and analyse sensibly whether you have succeeded in achieving them. If you 
failed or succeeded only partially—and this is what often happens—try to figure out what 
went wrong. Did you have poor time management? Did you overestimate your 
capabilities? Or perhaps you set goals that were too ambitious or abstract? Answering 
these questions is crucial for the further development of your residency programme.

Feedback sessions with your team after the residency programme is completed are useful 
not only for better planning, but also for healthy communication within the team, as 
conflicts and misunderstandings often arise during the organisation of events, and it is 
important to talk about them in a calm and friendly atmosphere when the most stressful 
period of the project is over. You can also organise a debriefing in a completely informal 
atmosphere, such as a team building event or a joint meal, yet allocate some time for 
concentrated work on mistakes, and be sure to record the results. Such sessions are the 
key to a healthy and sensitive future for your residency programme and your team.

Archiving and Storing Artworks
In Ukraine, there is a fundamental problem with preserving memory. It is not just about 
museums, libraries, archives, and memorials that suffer from a lack of funding, it is about 
newer non-governmental institutions and in particular small organisations that do not 
have established practices for archiving their activities. As a result, our knowledge of the 
cultural growth in Ukraine over the past 30 years is very fragmented, and new institutions 
and initiatives are constantly starting processes from scratch, unable to learn from the 
experience of their predecessors. Although this problem is systemic, your residency can 
be a good example of how to solve it.

At the very start of your residency programme, think of how you will keep your 
institutional archive: what you will include, where you will store it, how you will catalogue 
it, etc. The Internet and digitisation of document management have created the illusion 

that physical artefacts have lost their relevance, but this is not true. Any residency leaves 
a physical trace: documents, artworks or prototypes, sketches, posters, publications, etc. 
Many of these objects may have historical, cultural, and artistic value and deserve to be 
preserved. For this purpose, there should be not only a specially designated place but 
also an organisational system that will make it easy to find them in the future. To do this, 
you should learn some basic principles of archival science and implement a system in 
your organisation that meets your needs. No doubt, you will not be able to store every 
single item resulting from your residency programme, and some of them will be disposed 
of; if so, you should plan how to do this with the least possible damage to the 
environment.

We are storing more and more artefacts digitally, and this gives us another illusion: that 
such artefacts are eternal. However, virtually everything disappears: hard drives, CDs, 
and flash drives all deteriorate and malfunction, cloud storage platforms go bankrupt, 
and websites stop being hosted when you stop paying. The basic rule of thumb for 
storing important digital files is to always have a backup copy in another location. 
Nowadays, it's common to store files in the cloud—preferably on reliable paid services 
such as Google Drive or Dropbox—and have them backed up on a local drive, such as an 
external HDD stored in your physical archive.

Your website is the best place to present your archive publicly, where you can upload 
texts, photos, videos, digital artworks created by your residents, etc. You can also build a 
catalogue into your website—basically a search engine for your archive. However, 
remember that a website cannot be the only place to store your archive. You have to 
make sure that even if the residency ceases to exist, and your website disappears as well, 
the residency archive will be stored in a designated place and will be available for future 
generations. 

Another thing to consider is the storage of artworks created during the residency 
programme. Please note that this can involve numerous risks, so weigh the pros and cons 
before taking on this responsibility. If you acquire ownership of an artwork, you should 
legally formalise it and include it in the organisation's asset list. Preferably, you should set 
up a separate room for storing your art collections. It can even be a small room, but it 
should be dry and darkened: a basement or attic is likely not suitable for this because of 
possible problems with dampness and temperature changes. It would be great if the room 
had proper ventilation. Avoid direct sunlight on the artworks, and if there are windows in 
the room, make sure to use thick curtains or blinds.

The ideal conditions for storing artworks include climate control—a 40–55% humidity 
level and a temperature of 20–24°C. Such temperature and climate conditions can be 
achieved with a humidifier. Keep in mind that the worst storage conditions for paintings 
are those with sharp changes in temperature and humidity. Such fluctuations can cause 
paints to crack, turn yellow, change colours, etc. Humidity fluctuations of more than 5% 
during the day are very dangerous for paintings.

Do not store artworks folded or on the floor. It is better to use pallets or other types of 
furniture or shelving. Drawings, paintings, and certain types of installations should be 
stored hanging on walls or partitions. If it is not possible to hang paintings or if they need 
to be temporarily removed from the walls, make sure to store them vertically, like books 
on shelves. Never store artworks horizontally on surfaces where they lie on top of each 
other. If there are expensive pieces in your collections, consider conducting appraisals, 
buying insurance, setting alarms, or hiring security guards.

Just like other artefacts of your residency, your art collections need to be archived and 
regularly inventoried. It is important to have a good quality photograph, as well as a 
report on the condition of the artwork and possible defects for each piece of art that you 
keep. Take photos from different angles (in the case of flat paintings, also from the back) 
to capture their condition as best you can. Digitisation of artworks is very helpful in 
organising the collection and its archiving. If your collection includes digital pieces such 
as media art, videos, documentaries, etc., carefully consider the condition of the 
electronic devices on which they are stored. If certain equipment is part of an artwork, it 
will also require maintenance.

Since storing, cataloguing, and systematising artworks involves a lot of work, consider 
assigning this function to a competent person rather than having the entire team share 
the responsibility. It is also important that the professional community has access to this 
collection, if not regularly, then from time to time, or by personal appointment. When you 
start a new residency programme, you can also introduce your collection to the 
participants, and it can become a focus for their work. 

If you need to ship an artwork, make sure to hire a shipping specialist. Some postal 
services, such as DHL, offer a service for shipping artworks. For the temporary 
participation of an artwork in events abroad, you can use the ATA Carnet service 
provided by the Chamber of Commerce and Industry. This is an international customs 
document used as a customs declaration for the temporary export/import of exhibition 
cargo. Another option for transporting artworks abroad is to obtain documents from the 
Ministry of Culture and Information Policy (different authorised institutions handle this in 
different cities). An expert should prepare documents describing artworks and concluding 
that the artwork can be transported abroad to participate in an exhibition or for other 
purposes, if it does not have significant historical value (especially when it comes to 
contemporary art). The sending organisation can also write a cover letter in Ukrainian and 
English describing where the artwork is being sent and for what purpose.

Keeping in Touch with Residents
Your residents are ambassadors of your residency who will shape its reputation and 
influence your image in the professional community. Therefore, think about how you can 
keep in touch with them after the programme is completed so that your residency 
remains of interest to them and they feel honoured to have participated in it. Keeping in 
touch with your alumni is an important element of residency sustainability. Be sure to let 

Ecosystem of Residencies
As John Donne wrote, ‘No man is an island.’ This is particularly true in the case of the art 
community: it exists through relationships between people. No matter how geographically 
remote your residency is, it is crucial that it is part of networks both inside and outside of 
your country.

Networking is a time-consuming process that requires your team's resources, so it's better 
to include it in your annual planning, not to leave it till the last minute. We suggest that 
you schedule at least a few weeks a year for things like attending networking events and 
conferences, and keeping in touch with your former, current, and potential partners.

Why is networking so important? First and foremost, it's about communication. By 
working on maintaining and expanding your network of contacts, you ensure the 
exchange of experience between colleagues and the visibility of your residency in the 
professional world. Communication is also about creating opportunities: the more 
partners you have, the better your chances of receiving funding for your activities. 
Ultimately, achieving the ambitious goals set by your residency requires the work of many 
actors, and only in a network can you plan and implement significant changes in the 
system.

If you are interested in hosting foreign residents or cooperating with international 
partners, pay attention to international residency networks. We have already mentioned 
the largest among them, Transartists: here you can publish information about your 
residency for free (the Zapravka initiative can also help with this), distribute 
announcements, publish articles, etc. Another large network we have already mentioned 
is Res Artis. Participation in this network is paid, and it offers its members some exclusive 
opportunities, including announcement promotion, a discount for participation in the 
international Res Artis conference, access to online learning resources, etc. In addition, 

your residents know that they can count on a letter of recommendation from you. Also, a 
nice gesture is to give participants residency merchandise: T-shirts, shopping bags, 
notebooks, stickers, etc. These things are not only nice little mementos of their 
experience, but also an advertisement for your residency that the participants will take 
with them.

Create a page on your website where you will store information about your residents: 
their photos, short bios, interviews, work samples, etc. Also, we recommend creating a 
newsletter for former residents and sending them information about your current 
projects and new residents from time to time. Likewise, encourage your alumni to share 
information about their next steps. It's a good idea to share news about the latest 
projects of your former residents on your social media. Such publications add 
reputational value to you, the artists, and the institutions that organise such projects.

there are a number of regional networks, in particular, in Scandinavia and the Baltic 
States. Even though full participation in these networks may not be available to Ukrainian 
residencies, knowledge about them can help you find prospective partners.

Residency networks in Ukraine are just emerging. But in recent years, some institutions, 
including the NGO Congress of Cultural Activists, Ukrainian Cultural Foundation, House 
of Europe, and others, have organised events designed to bring residencies from all over 
Ukraine together under one roof and help them establish connections and seek funding. 
The Zapravka initiative has created an interactive map of art residencies in Ukraine and 
provides free consultations to residency managers on the development of their projects. 
Subscribe to all of the above-mentioned institutions and don't miss the opportunity to 
participate in events organised specifically for residencies.
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Take detailed notes in the team's answers and keep this information for planning your 
next residency edition.

In some ways, the process of working on mistakes is similar to reporting. However, while 
the latter addresses donors and inevitably simplifies the course of the residency 
programme and smoothes everything out, when working on mistakes you have a rare 
opportunity to focus on the details, being candid and talking honestly about all your 
failures. Look back at the goals you set for yourself when planning your residency 
programme and analyse sensibly whether you have succeeded in achieving them. If you 
failed or succeeded only partially—and this is what often happens—try to figure out what 
went wrong. Did you have poor time management? Did you overestimate your 
capabilities? Or perhaps you set goals that were too ambitious or abstract? Answering 
these questions is crucial for the further development of your residency programme.

Feedback sessions with your team after the residency programme is completed are useful 
not only for better planning, but also for healthy communication within the team, as 
conflicts and misunderstandings often arise during the organisation of events, and it is 
important to talk about them in a calm and friendly atmosphere when the most stressful 
period of the project is over. You can also organise a debriefing in a completely informal 
atmosphere, such as a team building event or a joint meal, yet allocate some time for 
concentrated work on mistakes, and be sure to record the results. Such sessions are the 
key to a healthy and sensitive future for your residency programme and your team.

Archiving and Storing Artworks
In Ukraine, there is a fundamental problem with preserving memory. It is not just about 
museums, libraries, archives, and memorials that suffer from a lack of funding, it is about 
newer non-governmental institutions and in particular small organisations that do not 
have established practices for archiving their activities. As a result, our knowledge of the 
cultural growth in Ukraine over the past 30 years is very fragmented, and new institutions 
and initiatives are constantly starting processes from scratch, unable to learn from the 
experience of their predecessors. Although this problem is systemic, your residency can 
be a good example of how to solve it.

At the very start of your residency programme, think of how you will keep your 
institutional archive: what you will include, where you will store it, how you will catalogue 
it, etc. The Internet and digitisation of document management have created the illusion 

that physical artefacts have lost their relevance, but this is not true. Any residency leaves 
a physical trace: documents, artworks or prototypes, sketches, posters, publications, etc. 
Many of these objects may have historical, cultural, and artistic value and deserve to be 
preserved. For this purpose, there should be not only a specially designated place but 
also an organisational system that will make it easy to find them in the future. To do this, 
you should learn some basic principles of archival science and implement a system in 
your organisation that meets your needs. No doubt, you will not be able to store every 
single item resulting from your residency programme, and some of them will be disposed 
of; if so, you should plan how to do this with the least possible damage to the 
environment.

We are storing more and more artefacts digitally, and this gives us another illusion: that 
such artefacts are eternal. However, virtually everything disappears: hard drives, CDs, 
and flash drives all deteriorate and malfunction, cloud storage platforms go bankrupt, 
and websites stop being hosted when you stop paying. The basic rule of thumb for 
storing important digital files is to always have a backup copy in another location. 
Nowadays, it's common to store files in the cloud—preferably on reliable paid services 
such as Google Drive or Dropbox—and have them backed up on a local drive, such as an 
external HDD stored in your physical archive.

Your website is the best place to present your archive publicly, where you can upload 
texts, photos, videos, digital artworks created by your residents, etc. You can also build a 
catalogue into your website—basically a search engine for your archive. However, 
remember that a website cannot be the only place to store your archive. You have to 
make sure that even if the residency ceases to exist, and your website disappears as well, 
the residency archive will be stored in a designated place and will be available for future 
generations. 

Another thing to consider is the storage of artworks created during the residency 
programme. Please note that this can involve numerous risks, so weigh the pros and cons 
before taking on this responsibility. If you acquire ownership of an artwork, you should 
legally formalise it and include it in the organisation's asset list. Preferably, you should set 
up a separate room for storing your art collections. It can even be a small room, but it 
should be dry and darkened: a basement or attic is likely not suitable for this because of 
possible problems with dampness and temperature changes. It would be great if the room 
had proper ventilation. Avoid direct sunlight on the artworks, and if there are windows in 
the room, make sure to use thick curtains or blinds.

The ideal conditions for storing artworks include climate control—a 40–55% humidity 
level and a temperature of 20–24°C. Such temperature and climate conditions can be 
achieved with a humidifier. Keep in mind that the worst storage conditions for paintings 
are those with sharp changes in temperature and humidity. Such fluctuations can cause 
paints to crack, turn yellow, change colours, etc. Humidity fluctuations of more than 5% 
during the day are very dangerous for paintings.

Do not store artworks folded or on the floor. It is better to use pallets or other types of 
furniture or shelving. Drawings, paintings, and certain types of installations should be 
stored hanging on walls or partitions. If it is not possible to hang paintings or if they need 
to be temporarily removed from the walls, make sure to store them vertically, like books 
on shelves. Never store artworks horizontally on surfaces where they lie on top of each 
other. If there are expensive pieces in your collections, consider conducting appraisals, 
buying insurance, setting alarms, or hiring security guards.

Just like other artefacts of your residency, your art collections need to be archived and 
regularly inventoried. It is important to have a good quality photograph, as well as a 
report on the condition of the artwork and possible defects for each piece of art that you 
keep. Take photos from different angles (in the case of flat paintings, also from the back) 
to capture their condition as best you can. Digitisation of artworks is very helpful in 
organising the collection and its archiving. If your collection includes digital pieces such 
as media art, videos, documentaries, etc., carefully consider the condition of the 
electronic devices on which they are stored. If certain equipment is part of an artwork, it 
will also require maintenance.

Since storing, cataloguing, and systematising artworks involves a lot of work, consider 
assigning this function to a competent person rather than having the entire team share 
the responsibility. It is also important that the professional community has access to this 
collection, if not regularly, then from time to time, or by personal appointment. When you 
start a new residency programme, you can also introduce your collection to the 
participants, and it can become a focus for their work. 

If you need to ship an artwork, make sure to hire a shipping specialist. Some postal 
services, such as DHL, offer a service for shipping artworks. For the temporary 
participation of an artwork in events abroad, you can use the ATA Carnet service 
provided by the Chamber of Commerce and Industry. This is an international customs 
document used as a customs declaration for the temporary export/import of exhibition 
cargo. Another option for transporting artworks abroad is to obtain documents from the 
Ministry of Culture and Information Policy (different authorised institutions handle this in 
different cities). An expert should prepare documents describing artworks and concluding 
that the artwork can be transported abroad to participate in an exhibition or for other 
purposes, if it does not have significant historical value (especially when it comes to 
contemporary art). The sending organisation can also write a cover letter in Ukrainian and 
English describing where the artwork is being sent and for what purpose.

Keeping in Touch with Residents
Your residents are ambassadors of your residency who will shape its reputation and 
influence your image in the professional community. Therefore, think about how you can 
keep in touch with them after the programme is completed so that your residency 
remains of interest to them and they feel honoured to have participated in it. Keeping in 
touch with your alumni is an important element of residency sustainability. Be sure to let 

Ecosystem of Residencies
As John Donne wrote, ‘No man is an island.’ This is particularly true in the case of the art 
community: it exists through relationships between people. No matter how geographically 
remote your residency is, it is crucial that it is part of networks both inside and outside of 
your country.

Networking is a time-consuming process that requires your team's resources, so it's better 
to include it in your annual planning, not to leave it till the last minute. We suggest that 
you schedule at least a few weeks a year for things like attending networking events and 
conferences, and keeping in touch with your former, current, and potential partners.

Why is networking so important? First and foremost, it's about communication. By 
working on maintaining and expanding your network of contacts, you ensure the 
exchange of experience between colleagues and the visibility of your residency in the 
professional world. Communication is also about creating opportunities: the more 
partners you have, the better your chances of receiving funding for your activities. 
Ultimately, achieving the ambitious goals set by your residency requires the work of many 
actors, and only in a network can you plan and implement significant changes in the 
system.

If you are interested in hosting foreign residents or cooperating with international 
partners, pay attention to international residency networks. We have already mentioned 
the largest among them, Transartists: here you can publish information about your 
residency for free (the Zapravka initiative can also help with this), distribute 
announcements, publish articles, etc. Another large network we have already mentioned 
is Res Artis. Participation in this network is paid, and it offers its members some exclusive 
opportunities, including announcement promotion, a discount for participation in the 
international Res Artis conference, access to online learning resources, etc. In addition, 

your residents know that they can count on a letter of recommendation from you. Also, a 
nice gesture is to give participants residency merchandise: T-shirts, shopping bags, 
notebooks, stickers, etc. These things are not only nice little mementos of their 
experience, but also an advertisement for your residency that the participants will take 
with them.

Create a page on your website where you will store information about your residents: 
their photos, short bios, interviews, work samples, etc. Also, we recommend creating a 
newsletter for former residents and sending them information about your current 
projects and new residents from time to time. Likewise, encourage your alumni to share 
information about their next steps. It's a good idea to share news about the latest 
projects of your former residents on your social media. Such publications add 
reputational value to you, the artists, and the institutions that organise such projects.

there are a number of regional networks, in particular, in Scandinavia and the Baltic 
States. Even though full participation in these networks may not be available to Ukrainian 
residencies, knowledge about them can help you find prospective partners.

Residency networks in Ukraine are just emerging. But in recent years, some institutions, 
including the NGO Congress of Cultural Activists, Ukrainian Cultural Foundation, House 
of Europe, and others, have organised events designed to bring residencies from all over 
Ukraine together under one roof and help them establish connections and seek funding. 
The Zapravka initiative has created an interactive map of art residencies in Ukraine and 
provides free consultations to residency managers on the development of their projects. 
Subscribe to all of the above-mentioned institutions and don't miss the opportunity to 
participate in events organised specifically for residencies.

 

 

 

And to conclude, here are some examples of 
sustainable Ukrainian art residencies that 
have different goals, forms of ownership, 
organisation, and sources of funding.

Art Residencies 
in Ukraine: 

An Overview 
of Practices



Muzychi Expanded History
Muzychi village, Kyiv oblast

This is one of the first private residencies in Ukraine, founded 
in 2009 by the artist Alevtina Kakhidze and her husband Volodymyr Babiuk. 
The residency brings social innovation to the village of Muzychi, located near Kyiv, 
hosting artists, art scholars, and curators from all over the world during the three summer 
months. Muzychi Expanded History was one of the first in Ukraine to seek funding for a 
residency programme through crowdfunding on the Biggggidea platform.

Alevtina believes that one person can enrich the history of a place, especially when it 
comes to small towns or villages. Usually, such places have a chance to become known 
because a prominent figure was born or spent some of their life there, but every person 
expands the history of the place where they are. All of Alevtina's residents will be 
included in the book The Muzychi Expanded History: The History of the Residency in 
Muzychi over the Years, which will contain biographies and descriptions of the artistic 
practices of the residency participants, notes about Muzychi, etc.

The residency can host three artists per season. Alevtina offers her studio to the residents 
while working from her home located nearby.

She is also a curator and helps residents immerse themselves in the local environment 
and the Kyiv art scene. Due to the specificity of the location, the residents are not 
expected to create a particular project or exhibition, although the programme is open to 
any initiatives and ideas. Being the organisers of a small private initiative, Alevtina and 
Volodymyr do not feel pressure from donors and have the opportunity to experiment with 
various formats. Thus, in 2018, the residency turned into a laboratory where Alevtina 
invited art historians, artists, and researchers to work with her personal archive. The 
laboratory resulted in an original methodology of archival work. And during the 2020 
pandemic, the residency hosted local teenagers who created their own Tower there.

Artist's website:
http://www.alevtinakakhidze.com

Photo from Alevtina Kakhidze’s archive
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Sorry No Rooms Available
Uzhhorod

Sorry No Rooms Available is an international contemporary art residency that creates 
conditions for artistic practice and accommodation within the artistic and cultural 
environment of Uzhorod and Zakarpattia. The residency is founded and curated by Petro 
Ryaska, an artist and activist from Uzhhorod. Sorry No Rooms Available is one of the few 
contemporary art residencies in Ukraine that runs all year round. It has been operating 
since 1 April 2016 at the Intourist-Zakarpattia Hotel in Uzhorod. The residency is a private 
non-profit organisation that has maintained itself at various times thanks to grant 
funding, personal contributions from Petro Ryaska, and in-kind support from the hotel.
The Intourist-Zakarpattia Hotel is a 14-story brutalist building designed by Hungarian 
architect Gere Mihaly and built in 1979. In its atmosphere and design, it combines an 
architectural phenomenon, with cultural, historical and social context, bearing the 
imprints of a utopian socialist spirit and a pro-Western feeling. The residency founders 
propose that the Intourist-Zakarpattia Hotel be considered as a unique historical site.
The residents are required to implement at least one project that works within the 
context of Uzhorod or Zakarpattia Oblast. Often the hotel itself becomes the object of 
artistic research, since it is a place of architectural, cultural, and historical intersection. 
The duration of the residency stay is usually one month, but after the full-scale invasion 
(the residency is one of the few in Ukraine that continued its artistic activities), the period 
was extended to three months in some cases. Even during such a challenging time, the 
residents create contextual projects, exhibitions, lectures, etc.

The residency website:
https://sorrynoroomsavailable.tumblr.com/

Photo by Mykhailo Melnychenko
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IZOLYATSIA 
Residency Programme
Donetsk—Kyiv—Soledar

The IZOLYATSIA Residency Programme is one of 
the first institutional art residency programmes in 
Ukraine which was launched in Donetsk in 2010. 
After the Russian Federation seized the foundation's 
territory in 2014 and turned it into an illegal prison, the 
programme was relocated to other cities. Between 2016 and 2021, the focus of the 
residencies shifted to individual projects for foreign artists, and starting in 2021 to 
thematic residencies in the town of Soledar, which continued until the full-scale invasion. 
At various times, the residencies were funded by private sources and grant programmes.

IZOLYATSIA is focused on socially and politically engaged artistic practices, activism, the 
anthropocene and environment, urban studies, creative industries, art in public space, 
and projects involving local communities. Preference is given to participants from Ukraine 
and abroad who use various media to explore the topics of post-industrial revitalisation, 
geopolitics, migration, and forced displacement, as well as new critical interpretations of 
history. The programme also provides residents access to its library and archive, including 
the unique collection of the Donbas Studies programme. In addition, residents are guided 
through the local art scene and critical approaches to Ukraine's historical heritage and its 
contemporary context.

The most significant residency projects of the IZOLYATSIA Foundation include the 
following: Partly Cloudy (2011–2012, Donetsk), Turborealism (2012–2013, Donetsk), 
IZOFON (2013), Architecture Ukraine (2015–2016, Kyiv, Venice), ZMINA A-I-R (2018, 
Bakhmut, Lysychansk, Pokrovsk, Starobilsk), Coming Out of Isolation (2018–2020, Kyiv), 
Landscape As a Monument (2020, online), Grounding (2020–2021, Soledar), 
(Re)Grounding (2022–2023, Newcastle-upon-Tyne).

Residency page on the IZOLYATSIA website:
https://izolyatsia.org/en/project/residencies/
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Nazariy Voitovych Art Residency
Travneve village, Ternopil oblast

The Nazariy Voitovych Art Residency is a centre for contemporary art in rural areas with 
international artist exchange programmes, a ceramic workshop, a printing studio, and 
multidisciplinary studio space and lounges in the village of Travneve, Ternopil Oblast. It 
was launched as a private initiative of the father of Nazariy Voitovych, an activist killed 
during the Protests on Maidan, together with the Congress of Cultural Activists NGO, and 
the local authorities. The residency is curated by Liudmyla Nychai. The residency has long 
existed as a non-governmental, non-profit project funded by grant programmes and 
supported by municipal authorities. In 2021, the project grew into an institution: it 
became a branch of the local Palace of Culture and was 
transferred to the balance sheet of the local authori-
ties. It is now funded by the Zbarazh Territorial 
Hromada and by grants. 

The residency is located 26 km outside of 
Ternopil in a picturesque landscape away 
from the main transportation routes. The 
house is situated in the centre of the village. 
Travneve has a long history, which is most 
notable as a site of resettlement of Ukraini-
ans and Poles after World War II—the forced 
return of citizens to their homeland in 1946. 
Many architectural monuments remind us of 
the village's Polish past. Nazariy Voitovych, 
the youngest of those killed during the 
Revolution of Dignity in 2014, lived in 
Travneve.

The residency focuses on working with 
young Ukrainian artists who are granted an 
honorarium to stay and create artworks. The 
residency works for the benefit of the local 
community and offers training programmes, 
workshops, lectures, etc. The priority areas 
of the art residency are development of the 

local community, introduction of innovative, environmentally friendly and economical 
technologies, learning through practice and communication, and mobility promotion. The 
residency programmes are mainly aimed at revealing social aspects of the local context 
and commemorating through art. Its main goal is to create collaborative projects as an 
accumulation of collective memory and search for ways to de-isolate rural areas. 

During the residency, the organisers conduct video interviews with the artists and create 
promotional videos for the residents and the programme itself. The artworks created 
during the residency programme are exhibited in the galleries of the Zbarazh Castle 
(Protected Historical Site), as well as in galleries and museums in Ternopil and Kyiv. The 
digital pieces are presented online on the MozillaHubs platform, where a virtual space for 
the international online programme Artist is Absent 2020 was created.

Residency website:
https://nvair.art/en/ 

Virtual programme:
http://nvair2020.tilda.ws
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Nazariy Voitovych Art Residency
Travneve village, Ternopil oblast

The Nazariy Voitovych Art Residency is a centre for contemporary art in rural areas with 
international artist exchange programmes, a ceramic workshop, a printing studio, and 
multidisciplinary studio space and lounges in the village of Travneve, Ternopil Oblast. It 
was launched as a private initiative of the father of Nazariy Voitovych, an activist killed 
during the Protests on Maidan, together with the Congress of Cultural Activists NGO, and 
the local authorities. The residency is curated by Liudmyla Nychai. The residency has long 
existed as a non-governmental, non-profit project funded by grant programmes and 
supported by municipal authorities. In 2021, the project grew into an institution: it 
became a branch of the local Palace of Culture and was 
transferred to the balance sheet of the local authori-
ties. It is now funded by the Zbarazh Territorial 
Hromada and by grants. 

The residency is located 26 km outside of 
Ternopil in a picturesque landscape away 
from the main transportation routes. The 
house is situated in the centre of the village. 
Travneve has a long history, which is most 
notable as a site of resettlement of Ukraini-
ans and Poles after World War II—the forced 
return of citizens to their homeland in 1946. 
Many architectural monuments remind us of 
the village's Polish past. Nazariy Voitovych, 
the youngest of those killed during the 
Revolution of Dignity in 2014, lived in 
Travneve.

The residency focuses on working with 
young Ukrainian artists who are granted an 
honorarium to stay and create artworks. The 
residency works for the benefit of the local 
community and offers training programmes, 
workshops, lectures, etc. The priority areas 
of the art residency are development of the 
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local community, introduction of innovative, environmentally friendly and economical 
technologies, learning through practice and communication, and mobility promotion. The 
residency programmes are mainly aimed at revealing social aspects of the local context 
and commemorating through art. Its main goal is to create collaborative projects as an 
accumulation of collective memory and search for ways to de-isolate rural areas. 

During the residency, the organisers conduct video interviews with the artists and create 
promotional videos for the residents and the programme itself. The artworks created 
during the residency programme are exhibited in the galleries of the Zbarazh Castle 
(Protected Historical Site), as well as in galleries and museums in Ternopil and Kyiv. The 
digital pieces are presented online on the MozillaHubs platform, where a virtual space for 
the international online programme Artist is Absent 2020 was created.

Residency website:
https://nvair.art/en/ 

Virtual programme:
http://nvair2020.tilda.ws
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YermilovCentre Residencies
Kharkiv

YermilovCentre is a contemporary art centre founded in 2012 and named after Vasyl 
Yermilov, a famous Kharkiv artist and representative of the Ukrainian avant-garde. It is 
the largest exhibition space in Kharkiv, with an area of 1500 square metres, located in the 
main building of Karazin National University. Among its regular partners are cultural 
institutions from Poland, Germany, Great Britain, and Lithuania. The projects of the 
YermilovCentre were implemented with the support of the university, private patrons, and 
grants.

Since 2017, YermilovCentre has been annually implementing a programme of international 
art residencies aimed at developing Ukrainian contemporary art and intercultural 
dialogue. In 2019, the centre organised the large-scale interdisciplinary residency 
Residents of Universe in cooperation with Karazin University. The museums of archeology, 
nature, and university history, the university library, the botanical garden, the 
observatory, university facilities, and the courtyard were all involved. Each unit became a 
location where artists from Ukraine, the UK, Lithuania, Poland, Germany, and Spain 
worked during the residency programme.

In 2021, Nataliia Ivanova, YermilovCentre's director and curator, founded the 
ART KUZEMYN residency in the village of Kuzemyn, Okhtyrka district, Sumy Oblast. 
Besides supporting the local community, this project aims to contribute to the 
decentralisation of culture in Ukraine. The residency team managed to hold the 
programme even in 2022 after the full-scale invasion, and was focused on Kharkiv and its 
art community. As a result of joint teamwork in the format of a laboratory (including a 
curator, moderator, and artists), an exhibition project called The Personnel was created 
based on the significance of Kharkiv and Kharkiv art in Ukrainian culture and society 
during the war. The exhibition opened at the YermilovCentre on March 9, 2023. The 
project was supported by the MOCA NGO in partnership with UNESCO, and was funded 
through the UNESCO Heritage Emergency Fund. The residency programme is ongoing.

YermilovCentre website:
https://www.yermilovcentre.org/ 
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Open Place
Kyiv, nomadic

Open Place is a platform for interdisciplinary 
practices aimed at developing creative research and 
activating connections between the artistic process 
and various layers of modern society. The 
organisation was founded in 1999 in Kyiv by the 
artists Yuliia Kosterieva and Yurii Kruchak and 
operates mainly through support from grants and 
partnerships.

Art residencies are an important part of the Open 
Place research programme. Since 2004, they have 
hosted more than 50 researchers, artists, and 
curators from Ukraine and abroad. The Open Place 
residency programme was founded as a platform for sharing practices with local and 
foreign colleagues. Thematically, the residencies are particularly oriented towards 
participatory practices and strategies for engaging different social groups. The purpose of 
each residency is to share knowledge and best practices, learn more about the specifics 
of different local contexts, and develop new methods in the field of socially engaged art.

The Open Place residencies operate based on the ideas and practices of the residents. 
The residency outcomes are not always physical, and residents are not expected to 
produce specific outputs. Residents can use their time there to conduct research, 
network, and gain a better understanding of the context. They also have the opportunity 
to suggest a topic for a lecture, presentation, discussion, workshop, or an idea for a 
project that engages communities.

Since 2015, Open Place has launched a programme of nomadic residencies that take place 
in different cities. The format redefines the guest-host relationship. The main objective of 
the programme is to develop practices of communication and interaction between 
different contexts.

Open Place has premises in Kyiv which are not only a space for creation but also an 
archive with a diverse collection of contemporary visual art resources. Open Place collects 
and manages art-related materials and facilitates the exchange of resources through 

networks between Ukrainian and international partners. The Open Place archive, which 
has been developing since 2004, is also dedicated to archiving the main organisational 
processes of the residency, such as exhibitions, seminars, workshops, lectures, 
discussions, and educational programmes, as well as the portfolios of artists selected by 
the Open Place curators and partner organisations.

Residency page on the Open Place website:
https://openplace.com.ua/en/aktyvnosti/rezydentsiyi/
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Open Place
Kyiv, nomadic

Open Place is a platform for interdisciplinary 
practices aimed at developing creative research and 
activating connections between the artistic process 
and various layers of modern society. The 
organisation was founded in 1999 in Kyiv by the 
artists Yuliia Kosterieva and Yurii Kruchak and 
operates mainly through support from grants and 
partnerships.

Art residencies are an important part of the Open 
Place research programme. Since 2004, they have 
hosted more than 50 researchers, artists, and 
curators from Ukraine and abroad. The Open Place 
residency programme was founded as a platform for sharing practices with local and 
foreign colleagues. Thematically, the residencies are particularly oriented towards 
participatory practices and strategies for engaging different social groups. The purpose of 
each residency is to share knowledge and best practices, learn more about the specifics 
of different local contexts, and develop new methods in the field of socially engaged art.

The Open Place residencies operate based on the ideas and practices of the residents. 
The residency outcomes are not always physical, and residents are not expected to 
produce specific outputs. Residents can use their time there to conduct research, 
network, and gain a better understanding of the context. They also have the opportunity 
to suggest a topic for a lecture, presentation, discussion, workshop, or an idea for a 
project that engages communities.

Since 2015, Open Place has launched a programme of nomadic residencies that take place 
in different cities. The format redefines the guest-host relationship. The main objective of 
the programme is to develop practices of communication and interaction between 
different contexts.

Open Place has premises in Kyiv which are not only a space for creation but also an 
archive with a diverse collection of contemporary visual art resources. Open Place collects 
and manages art-related materials and facilitates the exchange of resources through 

networks between Ukrainian and international partners. The Open Place archive, which 
has been developing since 2004, is also dedicated to archiving the main organisational 
processes of the residency, such as exhibitions, seminars, workshops, lectures, 
discussions, and educational programmes, as well as the portfolios of artists selected by 
the Open Place curators and partner organisations.

Residency page on the Open Place website:
https://openplace.com.ua/en/aktyvnosti/rezydentsiyi/

39

Photo by Yuriy Kruchak
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Asortymentna Kimnata 
Residency
Babyn village, Ivano-Frankivsk oblast

Asortymentna Kimnata is both a space in Ivano-Frankivsk and a 
scalable model of supporting formats of contemporary art on what 
some refer to as ‘the periphery.’ The art space was founded by the 
Insha Osvita NGO in 2017. Its activities are focused on researching 
the local ‘assortment’ in and around Ivano-Frankivsk at the level of 
products and concepts. Experimenting with solutions for 
uncompromising decentralisation, Asortymentna Kimnata holds 
exhibitions and residencies, educational programmes, and musical 
events. The organisation is funded by grant programmes and 
sponsorships.

The Asortymentna Kimnata residency programme works with topics of 
exploring local contexts, focuses on interdisciplinary projects, and has taken on the task 
of capturing artistic reflections on the full-scale invasion of Ukraine. Asortymentna 
Kimnata holds its residency programmes in a partner space, Khata-Maisternia, in the 
village of Babyn, in Ivano-Frankivsk Oblast. The results of the residency participants' work 
are often displayed in the Asortymentna Kimnata exhibition space in Ivano-Frankivsk. The 
team also promotes Ukrainian artists on the international scene, so exhibition projects 
based on the results of the residency programmes are more and more often exhibited 
abroad (in Poland, Germany, Austria, and Slovenia).

When the full-scale invasion started, a programme for the evacuation of material art 
objects was launched and a storage facility was arranged, and now the team of 
Asortymentna Kimnata takes care of the storage not only of its collections but also those 
of other artists. The project continued to work with residencies (this time with urgent 
ones) during this period and organised five exhibitions abroad. The space has become 
multi-curatorial with several curators involved in the work at Asortymentna Kimnata. 
However, the key things remain unchanged: Asortymentna Kimnata is a space for the 
development of contemporary art in a small city. 

Organisation's website:
https://asortymentna-kimnata.space/
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Afterword
We hope that after reading this Toolkit, you won't get the impression that an art 
residency is actually just organisational hell. We simply believe that it's better to know 
about the dangerous obstacles before you start your journey.

And no one can tell you about all the wonderful things that come out of a residency 
better than Alevtina Kakhidze, artist and curator of the Muzychi Expanded History art 
residency:

We hope that after holding your first residency, you will share your experience with us 
and that you might even have some important information to add to our Toolkit.
We wish you inspiration. And remember that our team is always ready to provide you 
with tools during your long but fascinating journey through the stunning landscapes of 
Ukrainian residencies!
 
Yours truly,
Zapravka team

Friends all over the world who are waiting to host you even with a dog if you 
come to a dog show in Switzerland and all the hotels turn you away;
You are a friend forever, and every year someone will send you a postcard 
because they know your address very well. And someday it will be an 
invitation to a wedding in Berlin;
If a revolution or war breaks out, each and every one of the residents will 
contact you, and some will organise financial aid from their municipal 
authorities to your village in the amount of many thousands of euros;
If you are an artist, you will become more well-known because of your 
residency;
Eventually, your neighbours will become experts in contemporary art, and a 
saleswoman from the nearest grocery store will take English courses because 
of your residency. Not right away, but in the sixth year!

1.

2.

3.

4.

5.
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Residency planning checklist

Budget template for the residency project 

Sample residency agreement

Useful Materials
For your convenience, the Zapravka team has drafted several sample documents that will 
be helpful when working on your residency. Feel free to download and use them as a 
basis for creating your own documents. Please note that in all the proposed samples, we 
tried to cover various different situations. In practice, they should always be tailored to 
the specifics of your particular residency programme.
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https://docs.google.com/spreadsheets/d/1Iswk9noyDqAaaG3Y978o9Tskgtdea7cN/edit?usp=sharing&ouid=108158428907580473111&rtpof=true&sd=true

https://docs.google.com/spreadsheets/d/1CLsv2-PdltEznBAJEj9555gUnkOsXlFe/edit?usp=sharing&ouid=108158428907580473111&rtpof=true&sd=true 

https://docs.google.com/document/d/1Tm8FVJvYD89fLQsCQyveSYoRAs6bfhuT/edit?usp=sharing&ouid=108158428907580473111&rtpof=true&sd=true

https://docs.google.com/document/d/1Tm8FVJvYD89fLQsCQyveSYoRAs6bfhuT/edit
https://docs.google.com/spreadsheets/d/1Iswk9noyDqAaaG3Y978o9Tskgtdea7cN/edit?gid=2075121967#gid=2075121967
https://docs.google.com/spreadsheets/d/1CLsv2-PdltEznBAJEj9555gUnkOsXlFe/edit?gid=1880106383#gid=1880106383
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Supported by
Ukrainian Institute 

The Ukrainian Institute is a state institution working in the 
field of cultural diplomacy. Its activities are aimed at 
enhancing the understanding and perception of Ukraine in 
the world and developing its cultural relations with foreign 
countries. Established by the Government of Ukraine, the 
Institute is managed by the Ministry of Foreign Affairs.
https://ui.org.ua/en/ 

Ukrainian Cultural Foundation 

The Ukrainian Cultural Foundation is a state institution 
established in 2017 based on the respective Law of Ukraine 
to promote the development of national culture and art in 
the country, provide favourable conditions for the growth of 
the intellectual and spiritual potential of individuals and 
society as a whole, provide broad access to the national 
cultural heritage, support cultural diversity, and integrate 
Ukrainian culture into the world cultural space. The 
Ukrainian Cultural Foundation supports projects on a 
competitive basis.
https://ucf.in.ua/ 

House of Europe Programme of the European Union

House of Europe is an EU-funded programme fostering 
professional and creative exchange between Ukrainians and 
their colleagues in EU countries and the UK. The programme 
focuses on different professional fields: culture and creative 
industries, education and youth work, social 
entrepreneurship, and media.
https://houseofeurope.org.ua/en
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