
  

 

Shetland Arts Development Agency 
Board of Trustees Meeting  
Saturday 24 September 2011 at 10am 
Venue: Garrison Theatre, Stage Door   
 
Food will be provided. 
 
Item 
 

Description Report Item taken by ACTION 

1 Apologies and welcome 
 

Verbal Chair Note 

2 Minutes of last meeting    

2a Approval of Board Minute for accuracy –
meeting of the 16/06/11 

Attached Chair Approval 

2b Matters arising that donʼt appear within 
the agenda 

Verbal Chair Discussion  

3 Finance and Management     

3a Management Accounts To follow Head of 
Finance and 
Administration 

Note/ 
Decision 

3b Directors travel update Attached Director Note/ 
discussion 

3c Annual Accounts 2010/11 Attached   
3d Authorities Schedule Attached  Decision 
3e Staffing changes  Attached  Note 
3f Budget review update: Draft 2012/2015 

Budget 
Attached  Note 

 Large Scale Project Updates    
4 Mareel Project    

4.1 Construction update  Verbal – detailed 
papers available on 
Basecamp 

Director Note 

4.2 Operational update 
 

Verbal update Director Note 

4.4 Between Weathers LLP and Shetland IP 
CIC Update 

Verbal   Director Note 

4.5 The Hatchery Project Verbal update Director Note 
5 Any Other Business as agreed by the 

Chair at the start of the meeting 
 

 Chair  

6 Dates of future meetings    

6a SADA Board Meeting: 
 

Forward Bard Plan 
Attached 

Chair Confirm 
dates and 
venues for 

future 
meetings 

 
CLOSED ITEMS 

A Mareel Cost report Verbal + copy on 
Basecamp 

Director Note 

B Westside Cluster/ The Hatchery Verbal Director Note 
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AGENDA ITEM: 3a
SADA Board 24/09/2011

3a SADA Board 240911 Management Accounts for period ended 31 July 2011.xls

Shetland Arts Development Agency
Management Accounts By Department
For Quarter Ended 31 July 2011

All Departments (exc Mareel capital) Actual Budget (Over)/ Annual
Year-to-date Year-to-date Underspend Budget

£ £ £ £ Comments
Income
Box Office 41164 58172 -17008 184680
Ancillary Earned Income 49943 48586 1357 173052
Other Earned Income 1701 0 1701 61000
Business Sponsorship -1000 0 -1000 35200
Donations, Trusts, etc 1091 1091 0 21091
Revenue Creative Scotland 78402 78402 0 156803
Project Funding Creative Scotland 59760 78800 -19040 270050
Local Authority Project Funding (SIC) -3691 4269 -7960 10019
Other Public Funding 1450 25192 -23742 43120
SCT Core Funding 373573 373573 0 847146

602,393 668,085 -65,692 1,802,161
Expenditure
All Staff Costs 262830 276628 13798 912108
Programme 87549 143740 56191 368479
Marketing 3755 5419 1664 39738
Education 15612 33330 17718 103232
Project Overheads 2382 500 -1882 2000
Other Expenses 87 0 -87 0
Marketing (Strategic costs) 5240 2500 -2740 7500
General Overheads 89045 108338 19293 369104

466,500 570,455 103,955 1,802,161

Net Surplus/(Deficit) 135,893 97,630 -169,647 0
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SHETLAND ARTS DEVELOPMENT AGENCY 
MANAGEMENT ACCOUNTS FOR 4 MONTHS TO 31 JULY 2011 
NOTES 
 
INCOME 
 
Box Office  
 
Income £17,008 less than expected for the first 4 months of the year 
 
Fiddle Frenzy student fees are included under Box Office (Department 3 – Music) and 
were budgeted to be £24,000 by July 2011.  Actual receipts to 31 July 2011 were 
£12,683.  A further £5,447 has been received in August so far. 
 
We had budgeted to achieve £2,500 of income from events programmed in the 
Garrison up to July 2011 (Department 31 – Garrison Programming).  All events to 
date (besides Film) have been put on by other users.   
 
The Garrison Film Screenings are performing well, and this has meant that we have 
revised our budgets for them, increasing budgeted income for the year from £53K to 
£80K.  If we look at the results to July you will see that actual income has fallen short 
of this new target by £3,381.  Please note however, that August film income was 
£10,982, so this will bring the actual income back in line with our projections for the 
year. 
 
Ancillary Earned Income 
 
Income £1,357 more than expected for the first 4 months 
 
Some of the budgeted income under this heading has not been achieved yet, but this is 
off-set by greater than expected income at Weisdale Mill, from both the Shop and the 
Café.  July saw a particularly busy month out there.  Also included under Ancillary 
Earned income, is £11,850 income from the insurance claim for the Kergord Hatchery 
roof.   This was income we had not budgeted for, but it will be off-set by the cost of 
repair (also not included in our budgets). 
 
 
Other Earned Income 
 
Income £1,701 more than expected for the first 4 months 
 
Income recorded under this heading to date included reimbursed travel costs for 
Gwilym & Donald in respect of Creative Scotland and the Orkney Book Festival, 
respectively.  There is a grant payment of £729 repaid to us originally granted under 
Craft (Department 4) Working Up Scheme. 
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Business Sponsorship 
 
You will note that there is a negative figure under actual income to date for Business 
Sponsorship.  This is because we accrued £1,000 sponsorship by the Research Fishing 
Co for the Guitar Festival last year, but this money has not been received.   
 
Project Funding Creative Scotland 
 
£19,040 less income than expected for first 4 months of year 
 
£1,250 Accrued income 2010/11 Jazz Development (final instalment), not yet 
claimed/received.  Currently showing at negative income figure in Dept 3 Music. 
 
£4,500 first instalment of £5K grant for Wordplay has not yet been received.  This 
was budgeted to come in during June 2011.  Donald will chase this up as it falls under 
his Literature budget (Department 5). 
 
The remainder of this variance is relates to funding of £50,000 due for Creative 
Scotland in respect of Between Weathers (under Strategic Development – Dept 51).  
Some of this money has been received, but the final payment will only be made on 
submission of the final report,etc. 
 
 
Local Authority Project Funding 
 
£7,960 less income than expected for first 4 months of year 
 
This is mainly due to another opening accrual causing a negative income figure under 
Strategic Development (Dept 51).  We accrued for £7,750 grant funding from SIC 
Economic Development at 31 March 2011.  The funding related to a Feasibility study 
into The Voyage.  A claim has been submitted to the SIC for this money in the last 
few weeks. 
 
Other Public Funding 
 
£23,742 less income than expected for first 4 months of year 
 
The main reason for this variance is the outstanding grant income of £30,108 (accrued 
in 2010/11) for Mirrie Dancers.   £13,071 has been received from Esme Fairbairn 
since 31 July 2011 (final instalment from them).  We are however still due over £20K 
from HIE for this project. 
 
EXPENDITURE 
 
All Staff Costs 
 
Underspend for first 4 months of year of £13,798 
 
£2,645 Arts Development staff under spend – variance here due to travel/exps costs 
budgeted, but not spend to far. 
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£2,388 Mareel under spend.  Current budget figures included Graphic Design post 
commencing July 2011.  Cost of Graphic Designer has been paid from our 
Management & Admin budget to date. 
 
£4,135 Garrison Theatre under spend – Bear in mind that no significant events of our 
own (besides Film) have taken place in the Garrison so far this year.   Actual staff 
costs recorded here are only the zero-hours employees.   
 
£822 Weisdale Mill Overspend is made up of a £1,429 under spend in the Weisdale 
Mill shop code (Dept 41) and an over spend of £1,729 in the Weisdale Mill Café 
(Dept 42).  
 
£5,646 under spend in Admin & Management is largely due to the, none appointment 
of a Head of Programming.    
 
Programme 
 
Underspent by £56,191 to 31 July 2011 
 
Programme spending relates to the various projects SADA undertake with the larger 
proportion of spend in this area expected by the Arts Development Team.   Spending 
to date on Projects has been much lower than expected.   This is merely a timing issue 
though and now that the summer holidays are at an end, we would expect this spend 
to catch up.   
 
Marketing 
 
Underspent by £1,664 to 31 July 2011 
 
This is marketing cost specifically related to projects, so as noted for Programme 
above, the variance is purely due to the timing of expenditure taking place and should 
catch up. 
 
Education 
 
Underspent by £17,718 to 31 July 2011 
 
See notes above regarding Programme & Marketing.  Education also relates to Project 
work. 
 
Project Overheads and Other Expenses 
 
Small over spends for the year-to-date.  These costs also relate to Projects and set 
against the large under spends noted above, are not a concern. 
 
Marketing (Strategic costs) 
 
Overspent by £2,740 to 31 July 2011 
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This expenditure heading relates to the general/strategic marketing of SADA.  We 
have reduced the annual budget here from £15K to £7,500 in a bid to balance our 
budgets.  This will be achieved by reducing our advertising space with Shetland 
Times and using this as more of a signpost.  This change of strategy is only now 
kicking in, so hopefully over the coming month we will see the claw back of this 
overspend. 
 
General Overheads 
 
An overall under spend of £19,293 for the 4 months to 31 July 201 
 
This overspend is broken down over a number of areas; 
 
We have spent £13,717 on General overheads for Mareel, which we had not 
specifically budget for in the first 4 months.  These costs are none the less needed in 
the run up to Mareel opening and cover licence costs and website development.   
 
The Garrison Theatre shows an under spend of £12,576 to date.  This is mainly due to 
an under spend so far on Planned Maintenance of £9,809, with other small variances 
due to the timing of invoices coming in.  The Planned maintenance budget has been 
spread evenly across the 12 months of the year, but in reality the spend is unlikely to 
mirror this. 
 
Weisdale Mill show an under spend of £4,713 on Overheads.  Again, Planned 
Maintenance spend on the Mill has been low to date and the other significant variance 
to note here is that Electricity costs have so far remaining much lower than we 
expected.  We have spent more than we budgeted for shop and café stock purchases 
for the year to date (£2,250 and £1,701, respectively) but as already noted, our sales 
are also higher for both. 
 
Admin and Management (Department 50) shows an under spend of £13,812.  The 
variances here are due to timing of expenditure and there is nothing significant to note 
for you at this stage.  We will try to keep spending on overheads down wherever 
possible. 
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AGENDA ITEM: 3b 
SADA BOARD MEETING: 24/09/11 

Page 1 of 1 

 
 
 
To: Board of Trustees – Shetland Arts  24 September 2011 
 
From: Director, Shetland Arts  
 

1. Trips undertaken off island by the Director since last 
Board Meeting (16 June 2011) 
 

When Where Why 
23/06/2011 – 
24/06/2011 

Edinburgh National Screen Academy link to Mareel meeting 
Edinburgh Film Festival Between Weathers 
Meetings 

25/08/2011  - 
26/08/2001 

Glasgow/ 
Edinburgh 

Mareel meeting with GHA, attendance at the 
Edinburgh Festival 

08/09/2011 – 
09/09/2011 

Edinburgh/  
 
Aberdeen 

Opening Reception of the National Museum of 
Scotland 
Between Weathers Meeting  

12/09/2011 – 
17/09/2011 

London 
 
 
Glasgow 
Edinburgh 

PLASA Trade Fair 
Meetings with Production Companies and Record 
labels 
Meeting David Williams 
Meeting with Todds Murray LLP 

 
2. Director planned off island trips  

 
When Where Why 
02/10/11 – 
06/10/11 

London 
Cannes 

Entrepreneur of the Year Awards 
MIPCOM Conference 

14/11/11 Glasgow GHA meetings 
Between Weathers Meetings 
BBC Scotland Meetings 

 
Please note the Director has provisional bookings for Annual Leave on the 
following dates: 
 
21 November – 25 November 2011 
 

3. Recommendations 
 
The Board are asked to note the above report.  
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3d SADA Board 240911 Authorities Schedule.xls

Revised 4 August 2011

 Office Post                               Task 
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Purchase Order - Goods and Services                  

PAYROLL FORMS

Timesheets (including overtime)                  
Overtime Claim Forms (where timesheets 
are not used)                  

Expenses Claim Forms (SAL009)                  
Notification of Start/Termination of 
Employment (SAL002A/3A)                  
Employee Transfer Change in 
Hours/Grade (SAL002B/3B)                  
Change to Employee Circumstances 
(Memo 2)                  
Extension to Temporary Work 
Arrangement (Memo 3)                  
Notification of Sickness 
SAL001(a)/E.Rota/SAL20                  

Monthly Additional Hours to Contract 
Claim form (SAL008C)                  

Overtime Approval Form                  
Annual Leave/TOIL/Compassionate 
Leave Requests                  

BANKING

Internet Banking Access                  

VAT

HM Revenue & Customs On-line User                  
Cheque/Bank Payment Signatories:               
Up to £5000                    
Over £5000                     
Bank Transfers

Up to £5000                    
Over £5000                     

Notes

Authorised to commit expenditure on goods and services up to £1,000 per order on relevant budget.

Authorised to commit expenditure on goods and services up to £2,000 per order on relevant budget.

Authorised to commit expenditure on goods and services up to £5,000 per order.

Authorised to commit expenditure on goods and services up to £10,000 per order.

Authorised to commit expenditure on  goods and services over £10,000 per order.

Cheques up to £5,000 = Two from: Senior Management Team/ Trustee authorised to counter sign.

Cheques over £5,000 = One from Senior Management Team/One Trustee authorised to countersign

Last reviewed: Monday 26 Janurary 2009
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AGENDA ITEM: 3e 
SADA BOARD MEETING: 24/09/11 

Page 1 of 1 

 
 
 
To: Board of Trustees – Shetland Arts  24 September 2011 
 
From: Director, Shetland Arts  
 
 
Background 
 
At the Board meeting of the 24 April 2011 the Board instructed SADA’s officers to 
investigate one of more models of arts development staffing that enables reduction if 
necessary of overall staff numbers while: optimising the capacity of the team to respond to 
opportunities to commission developments in all or any art form; sustaining present levels 
of support and enabling new development as far as possible; being flexible to the needs of 
particular art forms; maintaining the talent and enthusiasm of the present team as far as 
possible. 
 
The Board on 16 June 2011 approved a revised staffing structure in preparation for the 
opening of Mareel and for the Director to implement Phase 2,3 and 4 of Mareel 
recruitment. 
 
This report provides an update to the Board on staffing arrangements in light of the 
organisation need to reduce revenue costs where possible and simultaneously prepare 
the organisation for significant growth. 
 
Recruitment update 
 
Shetland Arts has just completed Phase Two in which we have recruited a Marketing 
Officer, Production Manager and confirmed our Graduate Placement Jono Sandilands in 
post as our Graphic Designer. Talks are underway with potential suppliers of off island 
support with programming.  
 
Phase three will be initiated shortly in which we will seek to fill two posts: Customer 
Services and Box Office Manager, Senior Technician (Sound) and Manager and Bars and 
Catering Manager. The intention is for January and February starts 2012. The final phase 
for recruitment for a Bars and Catering Assistant, ‘0’ hrs Front of House, Bar Staff and 
Technical staff and volunteers will take place in February 2012. 
 
Shetland Arts is exploring options of internal recruitment to the post of Customer Services 
and Box Office Manager in order to further support our goal of an overall reduction in 
staffing numbers as previously agreed. 
 
Staff leavers  
 
Following a formal request from our Special Projects Officer (Mary Smith) for early 
retirement, Shetland Arts has now accepted this request. Mary Smith will leave Shetland 
Arts at the end of September 2011. 
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AGENDA ITEM: 3e 
SADA BOARD MEETING: 24/09/11 

Page 2 of 2 

Emily Sharp (Assistant Arts Development Officer) left Shetland Arts on Friday 12 
September after securing a place on a fulltime university course studying Speech and 
Language Therapy. 
 
In light of these recent departures Shetland Arts is currently reviewing its proposed Admin 
and Finance structure to seek efficiencies and opportunity to not fill posts wherever 
possible. 
 
Given timescales for capital funding and the significant work now nearing completion on 
the Business Plan for the Hatchery, the work carried out by Mary Smith in this area has 
reached a natural end. It is intended that the Director with consultant support (pending 
funding) will pick up the lead on this project from April 2012.  
 
Recommendations 
 
The Board are asked to note the above report.  
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Agenda item: 3f
SADA Board 24/09/2011

3f Full Year Operations 2012-13.xls

Shetland Arts Development Agency
Analysis of Management Accounts by Department
2012-13

Actual Spend to y/e Out-turn Budget Variance
£ £

Income
Box Office 0 0 0 413,817 -413,817
Ancillary Earned Income 0 0 0 679,082 -679,082
Other Earned Income 0 0 0 12,000 -12,000
Business Sponsorship 0 0 0 12,700 -12,700
Donations 0 0 0 62,700 -62,700
Revenue Creative Scotland 0 0 0 212,000 -212,000
Project Funding Creative Scotland (Voted & Lottery) 0 0 0 81,000 -81,000
Local Authority Project Funding (SIC) 0 0 0 10,000 -10,000
Other Public Funding 0 0 0 54,000 -54,000
SCT Core Funding 0 0 0 723,500 -723,500

0 0 0 2,260,799 -2,260,799

Expenditure
All Staff Costs 0 0 0 1,100,408 1,100,408
Programme 0 0 0 294,714 294,714
Marketing 0 0 0 65,070 65,070
Education 0 0 0 191,900 191,900
Project Overheads 0 0 0 0 0
Other expenses 0 0 0 0 0
Marketing (Strategic costs) 0 0 0 20,000 20,000
General Overheads 0 0 0 585,255 585,255

0 0 0 2,257,347 2,257,347

Net Profit/(Loss) 0 0 0 3,452

TOTAL ALL DEPARTMENTS
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Mareel Operation Prep Shetland Arts Development Agency

Monday, 19 September

Monday, 26 September

Monday, 3 October

Tuesday, 4 October

Wednesday, 5 October

Monday, 10 October

Tuesday, 18 October

Wednesday, 19 October

Friday, 28 October

Friday, 4 November

Monday, 7 November

Friday, 11 November

Sunday, 13 November

Overdue Milestones

Upcoming Events and Milestones

Review EOI and decide on internal v external Gwilym
G.

Job profile review: Programme Coordinator Richard W.

Iain Waddell start: Production Manager Richard W.
Lisa Ward start: Marketing Officer Gwilym G.

• New Staff Inductions

• Pending internal sift: Adverts for Bars and Catering
Manager/ Customer care and Box Office Manager

• Artifax Training for Production Manager and Marketing
Officer

• Bar Training for Production Manager

Mirrie Dancers: Pre install visit Gwilym G.
• Advert for Customer care/Box Office Manager and

Bars and Catering Assistant

Mirrie Dancers: Pre install visit Gwilym G.

Devise and agree oversees marketing plan Gwilym G.

Develop vocational training scheme Bryan P.

• Applications back, Bars and Catering Manager and
Senior Tech (Sound) @ 4pm

• Short listing Bars and catering Manager and Senior
tech (Sound)

Secure regular users of space Kathy H.
To-Do: Mareel regular users
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Monday, 14 November

Tuesday, 15 November

Wednesday, 16 November

Monday, 21 November

Friday, 25 November

Monday, 28 November

Tuesday, 29 November

Wednesday, 30 November

Thursday, 1 December

Friday, 2 December

Monday, 12 December

Tuesday, 13 December

Wednesday, 14 December

Order Mareel Box Office equipment including printers
and kiosks Richard W.

• Digital Film projection training off Island for senior tech
(Lighting) and Prooduction manager

• Digital Film projection training off Island for senior tech
(Lighting) and Prooduction manager

• Digital Film projection training off Island for senior tech
(Lighting) and Prooduction manager

• Applications Back Customer Care/Box Office Manager
and Bars and Catering Assistant @ 4pm

• Short List Customer Care/ Box office manager and
Bars and Catering Assistant

• Interviews week for Bars and Catering Manager and
Senior Tech (Sound)

• Interviews week for Bars and Catering Manager and
Senior Tech (Sound)

• Interviews week for Bars and Catering Manager and
Senior Tech (Sound)

• Interviews week for Bars and Catering Manager and
Senior Tech (Sound)

Equipment and loose items purchase Shetland Arts
Development Agency
To-Do: Bar catering and vending

Key authorities schedule Richard W.

• Interviews week Front Of House/Box Office Manager
and Bars and Catering Assistant

• Interviews week Front Of House/Box Office Manager
and Bars and Catering Assistant

• Interviews week Front Of House/Box Office Manager
and Bars and Catering Assistant
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Thursday, 15 December

Friday, 23 December

Thursday, 29 December

Friday, 30 December

Monday, 9 January 2012

Tuesday, 10 January 2012

Wednesday, 11 January 2012

Thursday, 12 January 2012

Friday, 13 January 2012

Saturday, 14 January 2012

Sunday, 15 January 2012

Monday, 16 January 2012

Tuesday, 17 January 2012

Wednesday, 18 January 2012

• Interviews week Front Of House/Box Office Manager
and Bars and Catering Assistant

Signage artwork complete Jono S.

Mareel Operations Board Meeting @ Solarhus Lynda
A. @ 3pm

Devise and agree sponsorship plan Gwilym G.
To-Do: Sponsorship positioning
To-Do: Sponsorship Plan

Bars and Catering Manager Start Date Richard W.
Customer Care/Box Office Manager, Start Date
Richard W.
Mirrie Dancers: install Gwilym G.
Senior Technician (Sound) Start date Richard W.

Mirrie Dancers: install Gwilym G.

Artifax Training for Bars and Catering Manager and
Senior Tech (Sound) Carol D.
Mirrie Dancers: install Gwilym G.

Customer Care/ Box office manager training, Artifax
and tessitura Carol D.
Mirrie Dancers: install Gwilym G.

Customer Care/ Box office manager training, Artifax
and tessitura Carol D.
FoH uniform design finalised Lisa W.
Mirrie Dancers: install Gwilym G.

Mirrie Dancers: install Gwilym G.

Mirrie Dancers: install Gwilym G.

Mirrie Dancers: install Gwilym G.

Mirrie Dancers: install Gwilym G.

Mirrie Dancers: install Gwilym G.
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Thursday, 19 January 2012

Friday, 20 January 2012

Saturday, 21 January 2012

Monday, 23 January 2012

Tuesday, 24 January 2012

Wednesday, 25 January 2012

Thursday, 26 January 2012

Friday, 27 January 2012

Wednesday, 1 February 2012

Disability awareness training for Duty Managers
Shetland Arts Development Agency
Mirrie Dancers: install Gwilym G.

Mirrie Dancers: install Gwilym G.

Mirrie Dancers: install Gwilym G.

Building Access System commisioning Richard W.
Building Management System commisioning Richard
W.
Duty Manager First aid training Shetland Arts
Development Agency

Building Access System commisioning Richard W.
Building Management System commisioning Richard
W.
Duty Manager First aid training Shetland Arts
Development Agency

Building Management System commisioning Richard
W.
Duty Manager First aid training Shetland Arts
Development Agency

Artifax Training for Head of Finance and finance staff
Carol D.
Building Management System commisioning Richard
W.

Artifax Training FOH Staff and Admin staff by
Customer Care Manager/ Box Officer Manager Carol
D.
Building Management System commisioning Richard
W.
Duty Managers: external security training Shetland Arts
Development Agency
Start selling event tickets Shetland Arts Development
Agency
To-Do: Marketing and Promotion

Bars and catering install Shetland Arts Development
Agency
Future Projections Cinema install Gwilym G.
Shelving and furniture Gwilym G.
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Thursday, 2 February 2012

Friday, 3 February 2012

Saturday, 4 February 2012

Sunday, 5 February 2012

Monday, 6 February 2012

Tuesday, 7 February 2012

Bars and catering install Shetland Arts Development
Agency
Future Projections Cinema install Gwilym G.
Shelving and furniture Gwilym G.
Mareel Operations Board Meeting @ Solarhus Lynda
A. @ 3pm

Bars and catering install Shetland Arts Development
Agency
Future Projections Cinema install Gwilym G.
LED screens install Iain W.
Shelving and furniture Gwilym G.
Working at height training - external trainer Iain W.

Bars and catering install Shetland Arts Development
Agency
Future Projections Cinema install Gwilym G.
LED screens install Iain W.
Shelving and furniture Gwilym G.

Bars and catering install Shetland Arts Development
Agency
Future Projections Cinema install Gwilym G.
LED screens install Iain W.
Mareel 2nd Floor Office Conversion Gwilym G.
Shelving and furniture Gwilym G.

Bars and catering install Shetland Arts Development
Agency
Education room install Bryan P.
External Bar training for all staff Shetland Arts
Development Agency
Future Projections Cinema install Gwilym G.
Mareel 2nd Floor Office Conversion Gwilym G.
Recording studio install Iain W.
Shelving and furniture Gwilym G.
Signage install Gwilym G.
Soft furniture install Richard W.
Technical Equipment install Iain W.

Education room install Bryan P.
Future Projections Cinema install Gwilym G.
Mareel 2nd Floor Office Conversion Gwilym G.
Recording studio install Iain W.
Shelving and furniture Gwilym G.
Signage install Gwilym G.
Soft furniture install Richard W.
Technical Equipment install Iain W.
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Wednesday, 8 February 2012

Thursday, 9 February 2012

Friday, 10 February 2012

Saturday, 11 February 2012

Sunday, 12 February 2012

Education room install Bryan P.
Future Projections Cinema install Gwilym G.
Mareel 2nd Floor Office Conversion Gwilym G.
Move piano from Town Hall to Mareel Richard W.
Recording studio install Iain W.
Shelving and furniture Gwilym G.
Signage install Gwilym G.
Soft furniture install Richard W.
Technical Equipment install Iain W.

Education room install Bryan P.
Future Projections Cinema install Gwilym G.
ICT install Shetland Arts Development Agency
Mareel 2nd Floor Office Conversion Gwilym G.
Recording studio install Iain W.
Signage install Gwilym G.
Soft furniture install Richard W.
Technical Equipment install Iain W.

Education room install Bryan P.
Future Projections Cinema install Gwilym G.
ICT install Shetland Arts Development Agency
Mareel 2nd Floor Office Conversion Gwilym G.
Phase 1: Staff relocation to Mareel Packing Sheila D.
Production Manager to provide H&S training for P/T
techs/ building inductions Iain W.
Recording studio install Iain W.
Signage install Gwilym G.
Soft furniture install Richard W.
Technical Equipment install Iain W.

Education room install Bryan P.
Future Projections Cinema install Gwilym G.
ICT install Shetland Arts Development Agency
Mareel 2nd Floor Office Conversion Gwilym G.
Removal company: Phase 1 Toll Clock to Mareel
Sheila D.
Signage install Gwilym G.
Soft furniture install Richard W.
Technical Equipment install Iain W.

Education room install Bryan P.
ICT install Shetland Arts Development Agency
Mareel 2nd Floor Office Conversion Gwilym G.
Soft furniture install Richard W.
Technical Equipment install Iain W.
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Monday, 13 February 2012

Tuesday, 14 February 2012

Wednesday, 15 February 2012

Thursday, 16 February 2012

Friday, 17 February 2012

Bars and Catering Assistant, Start Date Richard W.
Cinema Tech Operation training and support Iain W.
Cleaning staff start date Richard W.
Education room install Bryan P.
General stock ordering deadline Shetland Arts
Development Agency
ICT install Shetland Arts Development Agency
Mareel 2nd Floor Office Conversion Gwilym G.
Move photocopier - Toll Clock to Mareel: external
company Sheila D.
Phase 1: Staff relocation to Mareel Sheila D.
Soft furniture install Richard W.
Technical Equipment install Iain W.
Till install and networking Shetland Arts Development
Agency

Cinema Tech Operation training and support Iain W.
Education room install Bryan P.
ICT install Shetland Arts Development Agency
Mareel 2nd Floor Office Conversion Gwilym G.
Phase 1: Staff relocation to Mareel Sheila D.
Soft furniture install Richard W.
Technical Equipment install Iain W.
Till install and networking Shetland Arts Development
Agency

Cinema Tech Operation training and support Iain W.
Education room install Bryan P.
ICT install Shetland Arts Development Agency
Mareel 2nd Floor Office Conversion Gwilym G.
Phase 1: Staff relocation to Mareel Sheila D.
Soft furniture install Richard W.
Technical Equipment install Iain W.
Duty Managers to provide P/T staff inductions Shetland
Arts Development Agency @ 6pm

Cinema Tech Operation training and support Iain W.
Education room install Bryan P.
ICT install Shetland Arts Development Agency
Mareel 2nd Floor Office Conversion Gwilym G.
Technical Equipment install Iain W.

Artifax training for Cleaning staff Shetland Arts
Development Agency
Cinema Tech Operation training and support Iain W.
Education room install Bryan P.
Mareel 2nd Floor Office Conversion Gwilym G.
Technical Equipment install Iain W.
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Saturday, 18 February 2012

Sunday, 19 February 2012

Monday, 20 February 2012

Tuesday, 21 February 2012

Wednesday, 22 February 2012

Artifax Training by Production Manager to all techs Iain
W.
Cinema Tech Operation training and support Iain W.
Customer Care and BO Manager/ Director/ HoO to
provide Customer service ethos training to all staff
Shetland Arts Development Agency
Mareel 2nd Floor Office Conversion Gwilym G.
Technical Equipment install Iain W.

Cinema Tech Operation training and support Iain W.
Mareel 2nd Floor Office Conversion Gwilym G.
Senior Techs, in house Tech training for all P/T techs
Iain W.
Technical Equipment install Iain W.

Catering Manager providing Stock Control System
training to Frontline staff Shetland Arts Development
Agency
Cinema Tech Operation training and support Iain W.
Head of Finance to provide cash handling and
systems training to Duty managers and Frontline staff
Sheila D.
Mareel 2nd Floor Office Conversion Gwilym G.
Senior Techs, in house Tech training for all P/T techs
Iain W.
Technical Equipment install Iain W.

• Catering Staff: external Food Hygene training if
required

Cinema Tech Operation training and support Iain W.
Mareel 2nd Floor Office Conversion Gwilym G.
Senior Techs, in house Tech training for all P/T techs
Iain W.
Technical Equipment install Iain W.

• Box Office Training provided by Customer Care
Manager to Frontline staff

• Catering Staff: external Food Hygene training if
required

Cinema Tech Operation training and support Iain W.
Mareel 2nd Floor Office Conversion Gwilym G.
Senior Techs, in house Tech training for all P/T techs
Iain W.
Technical Equipment install Iain W.

• Box Office Training provided by Customer Care
Manager to Frontline staff
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Thursday, 23 February 2012

Friday, 24 February 2012

Saturday, 25 February 2012

Sunday, 26 February 2012

Monday, 27 February 2012

Cafe bar training provided by B&C manager Shetland
Arts Development Agency
Cinema Tech Operation training and support Iain W.
Mareel 2nd Floor Office Conversion Gwilym G.
Senior Techs, in house Tech training for all P/T techs
Iain W.
Technical Equipment install Iain W.

• Refresher Artifax Training FOH Staff and Admin staff
by Customer Care Manager/ Box Officer Manager

Cafe bar training provided by B&C manager Shetland
Arts Development Agency
Cinema Tech Operation training and support Iain W.
Mareel 2nd Floor Office Conversion Gwilym G.
Senior Techs, in house Tech training for all P/T techs
Iain W.
Technical Equipment install Iain W.

• Refresher Artifax Training FOH Staff and Admin staff
by Customer Care Manager/ Box Officer Manager

Cafe bar training provided by B&C manager Shetland
Arts Development Agency
Cinema Tech Operation training and support Iain W.
Mareel 2nd Floor Office Conversion Gwilym G.
Senior Techs, in house Tech training for all P/T techs
Iain W.

• Customer Care Manager, training FOH and Cafe Bar
staff, including disability awarness training

• FOH Staff: Food Hygene Training

Cinema Tech Operation training and support Iain W.
Duty Managers to provide Health and safety Training
for front line staff Richard W.
Emergency Services building Familiarisation Richard W.
Mareel 2nd Floor Office Conversion Gwilym G.
Security Training in Building for Duty Managers and
frontline staff Richard W.
Senior Techs, in house Tech training for all P/T techs
Iain W.
Venue First aid Training for Frontline and tech staff
Richard W.

Children in Need Film Screening Richard W.
Cinema Tech Operation training and support Iain W.
Mareel 2nd Floor Office Conversion Gwilym G.
Soft Opening Gig Richard W.
All Mareel staff on site health and safety and customer
service training. Evacuation procedures and Richard W.
@ 8am
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Tuesday, 28 February 2012

Wednesday, 29 February 2012

Thursday, 1 March 2012

Friday, 2 March 2012

Saturday, 3 March 2012

Sunday, 4 March 2012

Monday, 5 March 2012

Tuesday, 6 March 2012

Wednesday, 7 March 2012

Thursday, 8 March 2012

Friday, 9 March 2012

Monday, 12 March 2012

Tuesday, 13 March 2012

Thursday, 15 March 2012

Mareel 2nd Floor Office Conversion Gwilym G.

Mareel 2nd Floor Office Conversion Gwilym G.

Mareel 2nd Floor Office Conversion Gwilym G.
Mareel Opening Weekend Richard W.
To-Do: Mareel Opening Event

Mareel 2nd Floor Office Conversion Gwilym G.
Mareel Opening Weekend Richard W.

Mareel 2nd Floor Office Conversion Gwilym G.
Mareel Opening Weekend Richard W.

Mareel 2nd Floor Office Conversion Gwilym G.
Mareel Opening Weekend Richard W.

Mareel 2nd Floor Office Conversion Gwilym G.

Mareel 2nd Floor Office Conversion Gwilym G.

Mareel 2nd Floor Office Conversion Gwilym G.

ICT install phase 2 Richard W.
Mareel 2nd Floor Office Conversion Gwilym G.
Phase 2: Staff relocation to Mareel Packing Kathy H.

ICT install phase 2 Richard W.
Mareel 2nd Floor Office Conversion Gwilym G.
Phase 2: Staff relocation to Mareel Packing Kathy H.

Phase 2: Staff relocation to Mareel Packing Kathy H.
Removal company: Phase 2 Toll Clock to Mareel Kathy
H.

Phase 2: Staff relocation to Mareel Packing Kathy H.

Mareel Operations Board Meeting @ Solarhus Lynda
A. @ 4pm
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          AGENDA ITEM: 3b 
   SADA BOARD MEETING: 24/09/11 

Page 1 of 1 

 

To: Board of Trustees – Shetland Arts         
From: Director, Shetland Arts  
 
Shetland Arts Development Agency: Board Agenda Forward Plan 2011 / 2012 
Last revised: 09 Sept. 2011 
 
Trustees: 

Jim Johnston (Chair) 
Les Lowes 
John Dally 
John Goodlad, 
James Sinclair 
Robina Barton 

Joyce Davies 
Silke Reeploeg 
Irvine Tait 
Mark Burgess 
Danus Skene 
 

 

Date Venue Item 1 Item 2 Item 3  Item 4 Item 5 CLOSED 
ITEM A 

CLOSED 
ITEM B Attending 

Sat 24 Sept: 
10am 

The 
Garrison 
Theatre 

Annual 
Accounts 
(Approval) 

Authorities 
Schedule 
(Approval) 

Staff changes Budget review 
update    GG, SD, CS 

Wed 9 Nov: 
6pm 

Bonhoga 
Gallery 

Revised 
Business Plan 
2012/13 

The Hatchery 
Business Plan  

SADA AV 
Equipment 
Bank 

  Mareel 
opening event  GG 

Sat 17 Dec: 
10am TBC 

3 year Arts 
Development 
Plans 

Annual 
budget 
2012/13 

Overseas 
strategy 

SADA Friend 
Schemes    KH, GG, SD 

Thurs 26 
Jan: 6pm TBC        GG 

Sat 10 Mar: 
10am Mareel        GG 
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          AGENDA ITEM: 3b 
   SADA BOARD MEETING: 24/09/11 

Page 2 of 2 

 

 
Standing items at all meetings: 
 
1. Welcome: Present, Attending and Apologies 

 
2. Minutes of last meeting 

a. Approval of minute 
b. Matters arising 

 
3. Finance and Administration 

a. Management Accounts 
b. Directors Travel 

 
4. Large Scale Project Updates 

a. Mareel construction 
b. Mareel preparation 

 
5. AOB 

 
6. Dates of future meetings 

a. Board Forward Work Plan  
 

Other Meetings: 
Mareel Operations 
Mareel Construction 
Trustee Arts Development 
Finance Subgroup 
 
All meeting papers and other correspondence at the online Project Management Site, Basecamp: https://shetlandarts.basecamphq.com/login 
 
 

2. Recommendations 
 
The Board are asked to note the above report.  
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