Panelist Handbook 2009-2010
Background

Philadelphia City Council established The Philadelphia Cultural Fund by executive order under Bill No. 1424 introduced on May 9, 1991.  An ordinance authorized city officials to file articles of incorporation to establish a not-for-profit, 501(c )(3) corporation for the purpose of providing funding to arts and cultural institutions, organizations, and activities within the City of Philadelphia, and other related purposes.  Each year City Council makes an allocation to The Cultural Fund for distribution to the arts community.

An 18-member Board of Directors governs The Philadelphia Cultural Fund.  The Mayor of Philadelphia and the President of City Council each appoints four members.  Ten members serve as community directors and are elected by the Board of Directors.  The staff currently consists of a manager, who provides administrative oversight and coordinates the grant review process of the Cultural Fund under the direction of the Board of Directors.

In addition, up to 85 volunteer professionals from the arts community serve on review panels in nine areas: 


Art Centers & Community Centers 

Art Services & Arts Education

Dance
Historic Sites
Multi-disciplinary& Presenters 

Music (two panels)
Museums 

Theater (two panels)
Visual Arts &media

New & Emerging Organizations 

Panels

Grant applications are reviewed by Peer Panels.  The peer panel process continues to be a very efficient system for dispersing city funds for arts and culture. These peer panels evaluate grant applications according to stated review criteria. In addition, every eligible applicant organization receives an on-site visit by a peer panelist to review its application.  

During the site visit, the applicant has an opportunity to provide information in addition to the application form and the financial reports.  Each application will be reviewed by a site visitor and two readers assigned to that particular applicant.  While the entire panel will review each application, it is the job of the site visitor and readers to conduct the primary portion of the review. 

Panels meet for 1 day (4 to 6 hours, depending on discussions).  All deliberations and conclusions are reached during that single panel meeting.  A working lunch is served during the meeting.  

All grants panels are chaired by a member of the Cultural Fund Board.  Chair assignments are made on an annual basis. 

Prior to the panel meeting, panel chairs, working with the fund manager, select panelists from the community at large.  

Panel chairs have an appreciation of the art form that is being reviewed but need not be an expert in the field. Panel chairs do not present applications to the panel or make comments on the quality of the applications. Therefore, panel chairs need not be familiar with each application. The main duty of the panel chair is to conduct the meeting.
Panel meetings are not open to the general public, and all panel comments and recommendations are kept confidential. The proceedings of the panel meeting should be kept in confidence. 

Each application will be considered in turn considering the stated review criteria. The Fund staff will record significant panel comments relevant to the recommended score, as well as any comments or suggestions to be conveyed to the applicant.

Panelists

Panelists are recommended by members of the cultural community and Board members.  Panelists may also be self nominated.

Panelists are appointed annually. A panelist may serve for 3 consecutive years.  However, it is possible that a panelist may not be asked to return after 1 or 2 years.  Regular rotations ensure the broad representation of the field and the opportunity for new ideas and diverse philosophies. 

All panel members are chosen for their broad knowledge and expertise within the arts, and must have a thorough understanding of the artistic discipline they are reviewing. Panelists should also be sensitive to the needs and goals of the Cultural Fund.

Panel members will reflect the cultural diversity of the city, both genders, and sensitivity to the needs of the city's special constituents. Panelist selection will also be directed by the need to represent the variety of organizations and activities in the field (e.g., large and small organizations; administrative and artistic; traditional and experimental).

Affiliation with a potential applicant organization does not disqualify a person from serving on a Philadelphia Cultural Fund panel. During the panel meeting, when a panel member has an affiliation with an applicant organization, the panel member must state the nature of that affiliation and act according to the conflict of interest policy.

Approximately eight weeks before the panel meeting, panelists are required to attend an orientation meeting.  At that orientation, they are given their panel assignments, copies of the applications and an explanation of the review policies and procedures. 

Beginning with the 2010 grants, Panelists responsibilities will change slightly.
Each application will have an assigned site visitor and 2 assigned “readers.”
Panelists responsibilities will include:

· attending an orientation meeting

· making 3 site visits as assigned and completing a Site Visit Form for each visit

· serving as a “reader” for 6 applications as assigned, reading the assigned applications thoroughly and contributing to the site visitor’s report during the panel meeting
· attending the panel meeting

All Philadelphia Cultural Fund grants panels are advisory. Recommendations from the panels are referred to the full Board for final deliberation and action. Calculation of grant awards are made according to a board‑approved formula.  Panelists do not recommend grant award amounts.  

Panelists are instructed to accept an appointment to a Philadelphia Cultural Fund panel only if they can meet all the requirements of service. If, after accepting an appointment, a panelist finds it impossible to carry out the responsibilities of the position, he or she is requested to notify the Manager immediately, so that an alternative appointment can be made.

Panelists are not compensated for their services.

Conflicts 

Each panel member is directed to avoid any action which is, or could be, interpreted as a use of panel service to further his or her own interests or those of an organization or individual with which the panelist is affiliated. A panelist will excuse himself or herself from deliberation on any application to which the panelist is unable to bring an unbiased judgment. Generally, affiliations, which constitute conflict of interest, include the following:

· Receiving direct financial benefit from the applicant

· Serving as an employee or governing board member of an applicant organization

· Serving with or without payment as a consultant or advisor of the applicant

· Relationships with key representatives involved in an application that may prevent objectivity in reviewing an application

· A relationship that could be viewed as adversarial toward the applicant organization.

Panelists who feel they may have an affiliation with an applicant that appears to constitute a conflict of interest are advised to leave the room during discussion of the application and abstain from voting on it. Panelists are asked to use their best judgment in deciding if they appear to be in conflict.

These standards are designed to avoid situations, which may compromise, or appear to compromise, panelist objectivity.

Confidentiality 

Panel meetings are not open to the general public, and all panel comments and recommendations are kept confidential. The proceedings of the panel meeting should be kept in confidence.  The Board will announce panel meeting results to the field in a timely manner. Panelists may not make use of confidential information acquired as a result of their panel service in any manner, which would advance their financial, personal or professional interests.

Appeals 

Grant award decisions may be appealed in writing within ten (10) days from the date of the Cultural Fund Board’s grant notification letter. Award appeals will be considered only if an organization can document specific examples, which demonstrate that the application was misrepresented or improperly reviewed through no fault of the applicant and according to the appeals guidelines which will be included in the grant notification letter. Once an appeal is submitted, the Appeal Committee reviews it and makes a final determination.  
Site Visits, Readers, and Assigning a Score to an application 

Panelists receive a copy of the guidelines and application along with the panel binder (which contains all the applications submitted for a particular panel).  Panelists should become familiar with the guidelines in order to better understand the information provided in the applications.

Panelists should contact their assigned organizations as soon as possible to arrange a site visit.  

Site visits must include an interview with the Executive Director or other paid staff person.  It may also include a member of the board.  For volunteer organizations, panelists should meet with a board member.  Telephone interviews in lieu of site visits are discouraged.  Also, interviews at a site other than the organization (like a coffee shop) are discouraged.  

If you have difficulty reaching any of your assigned organizations, please contact the PCF manager or assistant manager right away for assistance.   
Site Visitors should complete the attached Site Visit Form for each of the 3 applicants they visit, then bring the form with them to the panel meeting.  The form does not need to be typed; it can just be your notes.  It is important that we have a record of the visit.  It is also important to make note of the calls you make attempting to set up the visit, in the event that a visit is never made and the organization tries to claim they were never contacted.  
The Site Visit Form is a “guide.”  You may follow it literally, but you should also ask questions of your own.  Depending on the information provided on the application, the information provided on the financial reports and the interview, you should be able to form an impression of how well the organization is managed.  If something does not make sense, you should pursue an answer.  

At the panel meeting, you should be prepared to “present” the organizations that you visit.  Be prepared to give a short, accurate picture of the organization and a recommendation for a score.  Also, be prepared to answer questions from the other panelists about the organization.  

Readers should thoroughly read each application assigned and be prepared to support the Site Visitor with information about the applicant (as presented in their application and their financial reports).  

All panelists should fill out a Score Sheet for each applicant in their notebook.  

After the Site Visitor and Readers have presented the qualifications of an applicant, other members of the panel are invited to make comments or share any observations they have about the applicant.  

The Site Visitor and Readers will each give their score for the organization, using the criteria as specified on the Score Sheet.  Members of the panel will be asked to agree or provide a different score.  Scores will be averaged, producing a final score.   
While panelists provide the final score, they do not determine the grant amount.  The grant amount is calculated based on the applications operational budget and their final score.  Panelists’ recommendations are subject for final approval by the Board of Directors.    
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