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1. Organisational Profile 

The Creative Industries have the potential to make a significant contribution to the 

growth of the non-energy sector and to the diversification of the economy. In that 

regard, the Trinidad and Tobago’s economy has been predominantly reliant on 

revenues generated from the oil and gas sector and its related downstream 

petrochemical industry.  While agriculture, manufacturing and service sectors also 

contribute to the country’s Gross Domestic Product (GDP), these sectors have grown at 

a considerably slower rate. 

Overall, the economy depicts a lack of diversification both in terms of export products 

and targeted markets.  Given the need to build a strong, resilient macro-economy, and 

to raise the quality of life for all citizens, it is imperative that sustainable strategies be 

set in place to stimulate the economic diversification process.  

The Creative Industries have the potential to make a significant contribution to the 

growth of the non-energy sector and also the overall development of the country. 

 

(a) Corporate Structure (Departments, Divisions, Units) 

CreativeTT is the parent company of three (3) subsidiaries; MusicTT, FashionTT and 

FilmTT.  The parent company and each subsidiary is governed by a Board of Directors 

(BoD).    

The organizational structure for the parent company makes provisions for a Chief 

Executive Officer/General Manager, Auditor, Legal Unit, Corporate Services Unit 

(including Human Resources, Information Technology and Administrative Services), 

Marketing and Communications Unit, Finance and Accounting Unit, and Facilitation 

Unit. These units provide support to the subsidiaries. Whereas, each subsidiary has a 

General Manager, an Executive Secretary, a Business Development Unit and a Project 

Unit 

The functional departments of the current structure for the parent company and its 

subsidiaries are outlined below in Fig. 1, Fig. 2, Fig. 3 and Fig. 4 respectively.   

 

The Board of Directors for CreativeTT comprised the following: 

 Mr. Calvin Bijou (Chairman) 
    Ms. Dionne Mc Nicol Stephenson 

 Mr. Rajkavir Singh  
 Ms. Laura Narayansingh 

   John E. Arnold 
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 Mr. Heeralal Rampartap 
             Mr. Roy Gomez 
              Sheldon Bovell (resigned 2nd January 2018) 
 

The Board of Directors of the subsidiary companies are listed below: 

MusicTT 
John Arnold (Chairman) 
Martin Raymond 
Francis Escayg 

 

FilmTT 
Ms. Dionne Mc Nicol Stephenson (Chairperson) 
Richard Chin Fatt 
Lorraine O'Connor 

 

FashionTT 
Jason Lindsay (Chairman) 
Ms. Laura Narayansingh 
Lisa Sinanan 

 

Additionally, CreativeTT’s sub-committees of the Board of Directors are composed as 

follows: 

HR Sub-Committee 
Mr. Roy Gomez 
Ms. Dionne Mc Nicol Stephenson 
Mr. Rajkavir Singh  

 
Audit Sub-Committee 
John Arnold 
Ms. Dionne Mc Nicol Stephenson 

 
Tenders Sub-Committee 
Mr. Heeralal Rampartap 
Mr. Rajkavir Singh 
Chief Executive Officer 
Finance Manager 
Legal Manager  
 
Finance and Investments Sub-Committee 
Mr. Roy Gomez 
Mr. Rajkavir Singh 
Laura Narayansingh 
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CREATIVETT ORGANZATIONAL STRUCTURE AS AT SEPTEMBER 30, 2018
INCLUSIVE OF ALL APPROVED POSITIONS, FILLED POSITIONS, VACANT POSITIONS AND OJTS

KEY:

Filled Positions

Vacant Positions

OJT Positions

No. of OJTs

1
Vacant                               

Chief Executive Officer

Vacant                                 

Internal Auditor

Vacant                                 

Executive Secretary

Gina Ottley                        

Corporate Secretary

Vacant                       

Corporate Services 

Manager

Vacant                                    

Finance Manager

Vacant                  Manager 

Marketing  & 

Communications

Vacant                                  

Legal Officer

Antonio Maharajh                               

Financial Officer

Regina Seabrun                                 

Facilitation Officer

Vacant                              

Communication Specialist

Snr HR Officer
Vacant                                    

IT Specialist  
Krystle Cupidore                        

Admin/HR Asst. OJT

Jacintha Nunes                       

Admin Coordinator

Rachel Edmund                                  

Financial Officer

Vacant                                  

Facilitation Officer

Josanne Lord                               

Marketing Officer  

Vacant                                    

HR Officer

Samuel Surughlal                                   

IT Officer

Joeline Thomas                  

Receptionist

Vacant                                  

Financial Officer

Vacant                              

Administrative Officer

Vacant                                

Marketing Officer  

Vacant                                    

HR Officer

Vacant                                    

IT Officer

Clint Ghany                             

Driver

Vacant                                  

Accounting Assistant

Vacant                               

Administrative Officer

Vacant                                

Marketing Officer  

Vacant                               

Driver

Vacant                               

Administrative Officer

Vacant                               

Marketing Assistant

Vacant                     

Housekeeper

Vacant                                

Marketing Assistant

Vacant                     

Housekeeper

Vacant                                

IA/Stakeholder Relations 

Officer

No. of Filled Positions No. of Vacant Positions

279

SUMMARY

* 
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MUSICTT ORGANZATIONAL STRUCTURE AS AT SEPTEMBER 30, 2018
INCLUSIVE OF ALL APPROVED POSITIONS, FILLED POSITIONS AND VACANT POSITIONS 

KEY:
Filled Positions

Vacant Positions

Melissa Jimenez       

General Manager

Vacant                                 

Executive Secretary

Vacant                                   

Research Specialist

Mariella DeGannes                           

Project Officer

Vacant                                 

Market Intelligence Officer

Vacant                        

Project Officer

Vacant                                  

Business Development 

Officer

Vacant                                 

Project Officer

Vacant                                  

Business Development 

Officer

Vacant                               

Project Assistant

Vacant                                  

Business Development 

Assistant

No. of Filled Positions No. of Vacant Positions

2 9

SUMMARY
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FILMTT ORGANZATIONAL STRUCTURE AS AT SEPTEMBER 30, 2018
INCLUSIVE OF ALL APPROVED POSITIONS, FILLED POSITIONS, VACANT POSITIONS AND UNAPPROVED POSITION

KEY:
Filled Positions

Vacant Positions

Filled Position but not in the approved Org Structure 

Associate Professional Position

No. of Unapproved 

Position Filled

0

Nneka Luke                             

General Manager

Vacant                                 

Executive Secretary

Vacant                                   

Research Specialist

Afya Greene                           

Project Officer

Vacant                                 

Market Intelligence Officer

Josanne Hackshaw                               

Project Officer

Vacant                                  

Business Development 

Officer

Vacant                                 

Project Officer

Vacant                                  

Business Development 

Officer

Vacant                               

Project Assistant

Vacant                                  

Business Development 

Assistant

No. of Associate Prof. 

0

SUMMARY

No. of Filled Positions No. of Vacant Positions

3 8
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FASHIONTT ORGANZATIONAL STRUCTURE AS AT SEPTEMBER 30, 2018
INCLUSIVE OF ALL APPROVED POSITIONS, FILLED POSITIONS AND VACANT POSITIONS

KEY:
Filled Positions

Vacant Positions

Lisa Marie Daniel         

General Manager

Vacant                                 

Executive Secretary

Vacant                                   

Research Specialist

Aisha Stewart                           

Project Officer

Vacant                                 

Market Intelligence Officer

Amanda Williams                            

Project Officer

Vacant                                  

Business Development 

Officer

Vacant                                 

Project Officer

Vacant                                  

Business Development 

Officer

Vacant                               

Project Assistant

Vacant                                  

Business Development 

Assistant

SUMMARY
No. of Filled Positions No. of Vacant Positions

3 8
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(b) Service/Products Provided  

The main functions of CreativeTT are to:  

 ensure the harmonization of policy among the sub-sectors; 

 promote the growth, development and global branding of the Creative Industry in 

Trinidad and Tobago; 

 assist in the marketing and export of the creative product; 

 harmonize an incentive programme for the creative industries; 

 undertake research and monitor and evaluate the development of the Creative 

Industry in Trinidad and Tobago; 

 assist in the marketing and export of the creative product; and 

 provide the subsidiary companies with all the support functions such as Finance, 

Human Resources, Marketing, Corporate and Legal which will enable them to deliver 

their services effectively. 

The responsibilities of the subsidiaries include:  

 Providing technical and sector specific advice; 

 Advising on market opportunities; 

 Identify distribution networks;  

 Undertaking research and monitoring and evaluating the development of the creative 

industries in T & T; 

 Coordinating stakeholders to obtain relevant feedback;  

 Assisting in the implementation of strategic initiatives;  

 Identifying the training needs of the various sectors; 

 Developing the creative product to compete internationally;  

 Developing and administering an incentive programme for the specific sectors;  

 Identifying creative capital (talent);  

 Developing and implementing programmes to support the industry; 

 Implementing co-production agreements; 

 Enhancing the skills capacity in the fashion industry;  

 Encouraging the development of artistes, artisans and artistic products; and 

 Liaising with the educational institutions to develop the necessary curricula for 

training for the sectors.  
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(c) Levels of Authority. 

The CreativeTT Management reports to its Chief Executive Officer (Lower level 

Authority), the Chief Executive Officer reports to the Board of Directors (Middle 

Level Authority) and the Board of Directors reports to the Company’s Line Ministry 

Permanent Secretary/Minister (Top Level Authority). 

Procurement - Delegated Levels of Authority 

The delegated levels of authority for procurement   have been appointed by the Board 

of Directors. Based on the value of the procurement, the relevant authorities will 

approve as follows: 

 

 

Amounts Delegated Authority 

Not exceeding TTD $50,000.00 VAT 
Exclusive 

Chief Executive Officer 

Not exceeding TTD $250,000.00 VAT 
Exclusive 

Tenders Committee 

Exceeding TTD $250,000.00 VAT 
Exclusive 

Board of Directors 

Not exceeding TTD $ 5000.00 VAT 
Exclusive 

Threshold Limit 

 

The signing authorities are as follows: 

Represented by:   A – Directors 

B – Corporate Secretary/Legal Manager and Finance 

Manager (Ag) 

 

Amounts Delegated Signing Authority 

Any Amount A + A 

Not exceeding $ 500,000.00 A + B 

Not exceeding $100,000.00 B + B 
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(d) Reporting Functions 

Departmental reports  

Departmental reports for the preceding month are prepared by the various Managers 

during the first week of the subsequent month, which are consolidated and submitted 

as a CEO’s Report to the Board of Directors. 

Reports to the Ministries 

CreativeTT and its Subsidiaries are guided by the State Enterprises Performance 

Monitoring Manual on reporting to the Ministries as follows: 

Report/Document Submission date Ministry 

Strategic Plan Six (6) months prior to 

start of period of the Plan 

 

Ministry of Finance, 

Investments 

Division and Line 

Ministry 

Annual Budget Six (6) months prior to start 

of Financial Year  

 

Ministry of Finance, 

Investments 

Division and Line 

Ministry 

Annual Financial 

Statements/ 

Annual Reports 

Four (4) months after end 

of Financial Year 

Ministry of Finance, 

Investments 

Division and Line 

Ministry 

Annual Performance 

Appraisal Report 

Four (4) months after end 

of Financial Year 

Line Ministry 

Administrative Reports End of June Line Ministry 

Board Minutes One (1) week following 

Confirmation 

 

Ministry of Finance, 

Investments 

Division and Line 

Ministry 



 
 
 

P a g e  12 | 38 

 

Monthly Cash Statements 

of 

Within three (3) weeks after Ministry of Finance, 

Investments 

Division and Line 

Ministry 

Quarterly Returns Report End of first month after Quarter Ministry of Finance, 

Investments 

Division and Line 

Ministry 

Quarterly Returns Report End of first month after Quarter Ministry of Finance, 

Investments 

Division and Line 

Ministry 

Quarterly Status of Loan/ 

Securities Portfolios and 

Litigation Proceedings 

 

End of first month after Quarter Ministry of Finance, 

Investments 

Division and Line 

Ministry 

Return of Award of 

Contracts 

14 days after month end Ministry of Finance, 

Investments 

Division and Line 

Ministry 

Internal Audit Reports 14 days after end of the Quarter 

 

Ministry of Finance, 

Investments 

Division and Line 

Ministry 
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2.  Policies and development initiatives   

 (a)    Achievements for the year ended September 30, 2018 

MusicTT 

Project/Activity Details 
Artist Portfolio Development Programme 
initial Showcase 

This local showcase launched on December 
9, 2017. Twenty-four persons showcased to 
an international panel of four music 
executives - Marcus Spence, President of 
Mosley Music Group; Jill Pedone, head of 
Creative Licensing, Label/Publishing at 
Lava Music Group; Kosine (Da Internz) 9 
time Grammy nominated, Multi-Platinum 
Producer/Songwriter; Jennifer Hyland, Sr. 
Manager TV & Film Licensing at Universal 
Music Canada; and Sean Mulligan, VP 
Creative, Entertainment at One Music 
Publishing.  

Live Music District (LMD) Launch MusicTT launched the Pilot Phase of 
Trinidad and Tobago’s first Live Music 
District in March 2018 with up to thirty 
venues (hotels, lounges, restaurants and 
public spaces) participating in the 
placement of local artists in their monthly 
schedules. 160 of registered artists were 
hired for performances. 363 performances 
were held over a period of 3 months. This 
thereby created an increase of live 
performance spaces in POS as well as 
increased nightlife activities and 
opportunities for on-the-rise performers. 

Feel the Beat Symposium MusicTT partnered with Pinnacle 
Entertainment to host a Symposium 
featuring U.S. based multi-platinum music 
record producer Salaam Remi. This 
provided local music producers the 
opportunity to improve their knowledge 
capacity on the current business and 
operational trends of music production at 
the international level. The Symposium also 
featured locally based Intellectual Property 
and Entertainment attorney Mr. Anthony 
Vieira, who addressed commercialization of 
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IP in the digital music industry which was 
relevant to all attendees and Keshav who 
demonstrated how to build a beat. MusicTT 
received extensive media coverage on this 
event and saw 230 participants attending 
the event.  

Music Export Academy MusicTT sponsored the 3rd Urban Music 
Awards held September 2018 at club 51 
Degrees. The urban awards saw many 
prominent artistes receiving awards for 
their contribution to the industry such as 
Dwayne Bravo, KI, Nailah Blackman, Patrice 
Roberts, Rome, Erphaan Alves, Prophet 
Benjamin and others. This red carpet event 
had over 400 attendees. 

Open Call for Proposals 2017 MusicTT awarded 20 applicants with 
investments totaling $145,000 into their 
projects that aligned with the mandate of 
the company. In return, awardees will 
conduct workshops, webinars and 
webisodes for MusicTT in order to transfer 
their knowledge and skills to the rest of the 
industry. 

  

FashionTT 

Project/Activity Details 
French Caribbean Inward Buyer Mission The first of its kind to be hosted in the 

Fashion Industry (this served as a follow 
up to the distribution of the ModeTT 
Lookbook). Nine Buyers/Boutique owners 
were present and were engaged in B2B 
meetings with the designers showcased in 
the ModeTT Lookbook. Designers received 
an estimated 360 orders and in excess of 
$110,000 in revenue as a result of this 
mission.  
 

 

Development of the Value Chain Investment 
Programme (VCIP) Framework and the 
Annual Execution of the GVC, Non-GVC, 
Business Advisory and Strategic Training. 

 
This was developed in July 2016 by an 
international expert panel. Through this 
programme, an excess of 100 designers are 
interviewed and supported annually via 
this 4 Tier VCIP.  
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One Year Certificate Programme in Ultra 
Bespoke Tailoring 

FashionTT in collaboration with MIC-IT and 

Savile Row Academy launched a Bespoke 

Tailoring Programme on November 15, 

2017. The classes formally started for this 

programme on March 5, 2018 as scheduled. 

  

 
VCIP Panel Interviews and Tier Alignment The Interviews for the second cohort of 

designers to be enrolled in the VCIP were 
conducted from March 26 to 29, 2018 and 
May 21 to 25, 2018. 100 designers were 
interviewed by an Expert Panel. Designers 
have been aligned to the following 
categories: 
Global Value Chain (GVC) – 3 
Non-Global Value Chain   
(Non-GVC)– 10 
Business Advisory – 43 
Future Support – 47 
 

Launch of the second co-hort of the VCIP-
Non-GVC 

The second cohort in the Non-GVC 
commenced in June 2018 with 10 
designers, this is a 100% increase in 
application/eligibility from the first cohort. 
 
 
 

 

FilmTT 

Project/Activity Details 
Production Facilitation Facilitated 22 one-off shooting productions 

in Trinidad and Tobago in 2017-2018. 
Notable: documentary for France 0 on 
Carnival, society and wildlife; 3-minute 
digital promo for Warner Brothers Studio’s 
The Nun at Chacachacare Island; 
documentary on the founder of Charlie’s 
Roots; Belgian feature-length documentary 
on Carnival and T&T culture; Colombian 
travel documentary on Tobago Heritage 
Festival. 

Feature-length Titles Database Developed Titles Database of all feature 
length narrative and documentary films 
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shot in Trinidad and Tobago - 73 local 
features, and 13 international features as of 
September 13th 2018. Database adds 
measurable data to show development of 
industry, and is being used to connect 
content producers to exhibition and 
distribution opportunities. 
 

Producers’ Talk Hosted “Producers Talk” event on June 4 
2018 with producers of last 3 films funded 
by PASD programme to transfer knowledge 
to local stakeholders about producing 
films; attended by approximately 30 
practitioners. 

 

(b) Projects to be undertaken 

The following projects will be undertaken in the pursuit of the growth of the creative 
industries: 
FashionTT 
 Expansion of the Fashion Value Chain Investment Programme which will include 

Business Advisory and Financing Tier; Non-Global Value Chain Tier and the Future 
Support Tier. 

 Host Trend & Product Development and E-Commerce Seminars. 
 Establishment of a Local Production Facility. 
 Produce a fashion look book. 

MusicTT 
 Expansion of the Live Music District (LMD). 
 Expansion of the Music Tech Platform. 
 Implement cohort 4 of the Artiste Portfolio Development Programme. 

    FilmTT 
 Continued implementation of the Strategic Plan for the Film Industry. 
 Increased marketing of Trinidad and Tobago as a location for international film 

production. 
 Improve the film production rebate process. 
 Expansion of Trinidad and Tobago film network. 
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3.   Financial Operations 

(a) Budget Formulation 

The budget is formulated based on the mandate, strategic goals and objectives 

of CreativeTT, the parent company, as well as the individual subsidiary 

companies, MusicTT, FilmTT and FashionTT. The subsidiary budgets are first 

approved by their respective boards with the rolled-up budget being approved 

by the parent Board in a consolidated format. The CreativeTT Board approved 

budget is then forwarded to its line Ministry, the Ministry of Trade and 

Industry for their consideration and approval. 

For Recurrent Expenditure, respective Managers develop and submit their 

budget proposals in keeping with the pertinent Call Circular issued by the 

Ministry of Finance and Economy.  

The subsidiaries – FilmTT, FashionTT and MusicTT shall prepare their PSIP   

budgets in accordance with their mandate/directives of CreativeTT and 

submit their budgets for consolidation with CreativeTT’s Budget. 

(b)        Expenditure versus Budgets 

       For Fiscal year 2018 – October 1, 2017 to September 30, 2018 

 

 

It should be noted that the FY 2018 surplus of receipts over expenditures of $1,804,346 arose 

due to unspent subvention – PSIP, which was utilised during Fiscal 2019. Other income 

represents program sponsorship and fees collected. 

FINANCIAL OPERATIONS

2018 Expenditure Vs Budget

Details Budget Allocation Actual Receipt Other Income Spent Surplus/Deficit

CreativeTT

Recurrent 7,250,000       7,023,000      7,283,495    (260,495)             

PSIP 8,500,000       7,356,000      759,232     6,050,391    2,064,841           

15,750,000     14,379,000    759,232     13,333,886  1,804,346           
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Audited Financial Statements 2018 

The Audited Consolidated Financial Statements for the year ended September 30, 2018 are 

at Attachment I of this Report. The following are extracts from our Audited Consolidated 

Financial Statements for the year ended September 30, 2018. 
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(c) Debt policy and (d)  Investment policy 

Prior approval of the Minister of Finance would be sought for the acquisition of 

significant assets, new investments in non-government securities and the incurrence 

of new/additional long-term debt.  

 

c) Internal Audit function 

This function was not carried out as it remained vacant for the year 2018. 

 

4.    Human Resources Development Plan 

     Organizational Establishment   

Trinidad and Tobago Creative Industries Company Limited (CreativeTT) was 

established in 2013 as a wholly owned State Enterprise under the then Ministry of 

Trade, Industry and Investment (MTII) and comprises three (3) companies that 

operate as subsidiary companies under CreativeTT to provide specific sector 

advice in the areas of film, fashion and music namely, FilmTT, MusicTT and 

FashionTT.  

 

In keeping with best practice, we aim to recruit and retain the best staff to enable 

us to deliver our Corporate Plan. Our policy is to ensure that recruitment and 

selection decisions are based on the ability of the applicant to meet the 

requirements of the job description, person specification and any other relevant 

criteria. All applicants and employees will be treated fairly and according to this 

policy and procedure, and our relevant equality policies. We are committed to 

valuing diversity and promoting equality.  

 

The Human Resources Unit utilizes the following general guidelines in its 

operation. 
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Category of Employees 

The categories that specifies and/or defines an employee relationship with 

CreativeTT are as follows:  

i. Permanent 

A permanent employee is one who is employed on a full-time basis and whose 

employment is expected to continue for a term or an indefinite period of time. 

A permanent employee may be required to work for a probationary period of 

either three or six months, which may be extended by another three months 

as CreativeTT deems necessary. This probationary period allows both 

employer and employee to determine whether they wish the employment 

relationship to continue on a long- term basis. 

 

ii. Temporary 

A temporary employee may be employed on a full or part time basis and is 

expected to perform duties for a period not exceeding twelve (12) months. 

 

iii. Full Time 

A full-time employee is employed for at least thirty (30) hours per week. 

 

iv. Part Time 

A part time employee is employed for less than thirty (30) hours per week. 

 

v. Contract 

A contract employee is one whose services has been contracted by the 

company for a specified period.  

 

a)      Career Path Systems 

In order to meet the operational demands of the organization, CreativeTT is 

focused on maintaining a highly motivated, capable and competent work force. 

As such, it is important for the human resources strategies to be in line with the 

organization’s goals. The HR strategies places emphasis on: 

 Compensation, benefits, compliance, etc. which aims to provide fair salaries, 

leave, insurance coverage and a safe and comfortable working environment.  
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 Recruiting, selection, performance management, training and development, 

career path development and succession planning.  

All strategies identified, are designed to aid CreativeTT and its subsidiaries to be 

a desirable employer and become more effective by protecting and enhancing its 

human resource capabilities.  

As a result, HR’s objectives are: 

 To deliver HR strategies that are appropriate and relevant to the needs of 

CreativeTT and its subsidiary companies, in a timely manner with the 

ultimate aim of achieving the company’s objective. 

 To continuously add value to the future employment and business 

environment of the companies and its employees. 

 To provide interesting and challenging work and appropriate personal 

development for HR professionals and other employees, such that their 

ultimate ambition is achieved. 

 To encourage and promote staff engagement activities and, rewards and 

recognition programme to build team spirit and keep staff motivated. 

 

b)     Performance measurement tools 

CreativeTT is committed to provide effective on-going performance 

management to all staff members within the parent company and its 

subsidiaries. In this regard, its aim will be to periodically measure employee 

performance as a basis for determining employee’s training needs, to establish 

individual accountability and deal with poor performance. This will also act as 

a development plan to improve the employee’s performance and determine 

their suitability for the position.  The focus is mainly to ensure continuous 

communication between the manager/supervisor and the employee so as to 

help the employee achieve their best results in an efficient and effective 

manner.  
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Performance Appraisal 

CreativeTT will aim to conduct performance reviews bi-annually with all employees, with 

the intended purpose of developing activities that will assist and motivate employees to 

accomplish their maximum potential.  

The objectives of the performance appraisal are: 

• To establish mutually acceptable performance goals and objectives. 

• To motivate and guide employees toward greater self-development and 

improve performance by encouraging the discussion of significant strengths 

and areas needing improvement in a positive and constructive manner. 

• To provide an objective and uniform means for managers/supervisors to 

make recommendations for merit salary determinations based on an 

assessment of employee performance. 

• To identify training needs and succession planning activities. 

• To determine whether the employee is suitable to continue in the job. 

• To provide the employee with an opportunity to indicate preferences for 

future work assignments. 

• To provide a record of employee’s progress. 

The written appraisal will be conducted by the employee’s immediate supervisor/manager 

on the specified appraisal form and subsequently reviewed by the Human Resource 

Department. The first appraisal will be completed at the end of the employee’s probationary 

period and thereafter, appraisals will be conducted mid-year and end of year.  

The reviews will measure employee’s performance on a scale.  

Succession Planning 

CreativeTT will aim to develop a system for succession planning to ensure that the required 

staffing is identified and that staff with the high levels of competencies are recruited, 

retained and developed to deliver the Company’s objectives. 
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Additionally, the company will seek out avenues to expose their staff to the necessary 

training to allow for growth and development which will prepare them to assume higher 

positions along the career path within the organisation. 

c) Promotion 

CreativeTT will strive to encourage promotion from within by providing training 

opportunities, advertising vacancies and considering capable, qualified and 

experienced employees. In the instance where an employee has been selected 

for a higher position, which is representative of a promotion, he/she will be 

offered the position with an expected response in a particular timeframe. He/she 

may choose to decline the promotion without prejudice. If development 

opportunities (by reason of work content, supervisory responsibility, etc) are 

inherent in the offer, the employee will be notified. If the employee accepts, the 

manager will ensure the employee understands their duties and responsibilities 

for the new position and their performance expectation.  
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d) Recruitment and Selection procedures  

Vacancies will normally be filled in accordance with the approved manpower forecast. 

However, where for business reasons there is a need to deviate from this policy, the Board 

must authorise the recruitment. 

Before a vacancy can be filled, the Chief Executive Officer has to agree that a vacancy exists 

and must approve the filling of such a vacancy.   CreativeTT will give consideration to 

employees whenever a vacancy is to be filled. This is so as to give employees opportunities 

for growth and development. CreativeTT may fill a vacancy without advertising for 

applications. However, where it is agreed by the Chief Executive Officer that the vacancy 

needs to be advertised, such vacancy shall first be advertised in-house, then externally, or 

simultaneously if so determined.    

The Company will treat each applicant for employment with equal consideration. Hiring will 

be conducted based upon individual merit and in keeping with equal opportunity 

employment practices. Employment opportunities to non-nationals will be in accordance 

with the provisions of national policy and current immigration and other legislation. The 

Chief Executive Officer or his/her delegated authority will be responsible for developing job 

descriptions for all positions, outlining reporting relationships, job purpose, key 

responsibilities, performance standards, skill, knowledge and ability requirements and the 

on-the-job training that must be undertaken within the first six (6) months of appointment. 

Appointments will be made in a written communication, highlighting compensation and 

terms and conditions of employment. All appointment letters are to be signed by the Chief 

Executive Officer. You are required to sign your appointment letter and an acknowledgement 

form for having received a copy of CreativeTT Policies & Procedures Manual. A copy of this 

acknowledgement is given to you and the other copy is maintained on your personal file. 

 

Selection Process 

CreativeTT employee selection process follows the following procedures 
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  During the interview process, each panellist must complete the Scorecard for 

each interviewee detailing his/her comments and the scores awarded. This 

Scorecard must be signed. 

 Upon completion of the interview process, the Senior HR Officer or designate 

will collate and summarize the interview scores on the Summary Score Sheet. 

 The Summary Score Sheet will be distributed among the panel members and 

CEO to agree on the successful candidate(s). 

 Once the successful candidate(s) is/are determined, the Senior HR Officer will 

conduct reference checks in the approved format. 

 Senior HR Officer will convey an offer of employment, terms and conditions to 

the successful candidate(s). 

 The CEO, Line Manager and Senior HR Officer will (if needed) discuss and 

agree on any special details related to the terms and conditions of 

employment. 

 

Commencement 

Once the candidate is chosen, Senior HR Officer will communicate: - 

 A staring date is agreed upon with the successful candidate(s) will commence 

work.   

 The Senior HR Officer will ensure practical arrangements are put in place for 

the new member(s) of staff before their arrival.  

 Employment commences, with introduction to other staff members 

 The new staff member(s) will provide their payroll data 

 IT will make available any IT equipment, communication and computer 

software access. 

 

Employment Support Services 

CreativeTT will initiate a system to encourage and assist employees who seek help to resolve 

any personal or professional problems that may affect their work performance. An 

independent organisation will be contacted to provide the Employee Assistance Programme 

(EAP). The employee will be reminded that the company is committed to maintaining 

confidentiality unless there are circumstances involving probable risk to the safety of any 

person/s, or where maintaining confidentiality would be unlawful, or when this would 

compromise principles of natural justice. 
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5.     Procurement Procedures 

CreativeTT has develop and implemented its Procurement Manual, which governs its 

procurement of goods and services of its Subsidiaries and CreativeTT.  

 

The Chief Executive Officer shall evaluate and recommend to the Tenders Committee for 

approval amounts not exceeding TTD 250,000.00 VAT exclusive or its equivalent in a foreign 

currency by a minimum of three (3) quotes selective tendering. 

 

For amounts exceeding TTD 250,000.00 VAT exclusive or its equivalent in a foreign currency 

the Tenders Committee shall determine whether a selective tender of a minimum of five (5) 

quotes if available or open tender be used in the procurement process. 

 

(a) Open Tender 

Open tendering is a process where invitations are issued through advertisements or other 

forms of public notice. Open tendering shall be used in the following instances: 

i. When CreativeTT’s list of approved vendors does not cater or 

adequately cater for particular types of materials, works and/or 

services. 

ii. Where it is competitively more advantageous. 

iii. Where the terms and conditions of CreativeTT’s borrowings so require. 

When open tendering is used the Chief Executive Officer shall approve the advertisement or 

public notice, the method of procurement and the evaluation criteria and award. 

 

 

(b) Selected Tender 

Selective tendering is a process where tenders are invited from CreativeTT’s list of approved 

vendors and/or where justified, vendors specifically approved by the committee responsible 

for the pre‐qualification of vendors. 
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A minimum number of invitees shall be set to allow adequate competition in the 

procurement process. The invitees selected shall be the top ten (10) ranked 

vendors registered to provide the materials, works and/or services. In cases 

where there are less than ten (10) registered vendors, all the vendors registered 

to provide the materials, works and/or services shall be invited. 

Vendors shall be continually evaluated on their performance, inclusive of 

responsiveness to tender invitations and overall compliance with contract terms 

and conditions. 

(c) Sole tender – and the criteria used in selecting each system 

Merit awards (or sole tender awards) for purchases of materials, works and/or services 

including consultancy services shall be issued without inviting competitive bids in any of the 

following circumstances: 

i. Where the materials are non‐interchangeable spares or replacement 

parts for materials already in use. 

ii. When the works and/or services are to be carried out on a site where 

the employment of another vendor may hinder the progress of work 

already being performed by an existing vendor, taking due account of 

cost effectiveness of the approach adopted. 

iii. When the material, works and/or services represent a natural or direct 

continuation of an agreement previously awarded competitively and 

completed, taking due account of the incumbent vendor’s/consultant’s 

performance and cost effectiveness of the approach adopted. 

iv. Where only one (1) vendor/consultant is capable or available or 

identified as having the qualifications or special proficiency, experience 

and skill of exceptional worth, expertise and/or equipment to supply 

the required materials, works and/or services or is the 

agent/representative for the materials, works and/or services. 
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v. Where the materials, works and/or services are of an urgent and 

critical nature, that is, there is some measure of risk to people, 

property, plant, equipment or the environment or the community and 

the profitability of CreativeTT’s operation demand. 

vi. When significant cost savings can be achieved by using a consultant 

who is familiar with the Company having worked on a similar project. 

vii. Where a vendor was selected out of a competitive bidding process and, 

within thirty (30) days, additional items are required. Vendor prices 

must be valid and repeat purchases shall not exceed $10,000. 

Prior approval shall be required for all merit awards in accordance with CreativeTT’s Levels 

of Authority. A detailed description of the materials to be purchased or works or services to 

be performed must be presented along with a certification of at least one of the merit 

circumstances listed above. Executing Units shall prepare a Company estimate as well as 

relevant documentation, which may include the scope of work, specifications, form of bid, 

conditions of contract or form of agreement and any other relevant information. The vendor 

shall be required to submit a bid or written proposal, which must be evaluated for 

reasonableness against CreativeTT’s estimate. 
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   6.   Public and Community Relations 

 
Public and community relation’s activities fall under the purview of the Marketing and 

Communication Department, which is responsible for implementing the marketing and 

promotional aspects of the company’s strategic plan. The Marketing and Communications 

Department holds responsibility for branding and brand policy for CreativeTT and its 

subsidiaries, promotional activities and promotional material, and corporate reputation and 

media relations. 

a) Client and Public access to services/ service delivery systems 

To ensure effective public access to CreativeTT’s service delivery systems, given the 

January 2015 initiation of the Marketing and Communications Department, the 

organisation has embarked on the rollout of the following activities that lay the 

foundation for community relations: 

 Integrated online social presence (Facebook, Twitter) that provides: 

 Mailing and Contact Information for CreativeTT; 

 Regular Updates on creative industry happenings; and 

 2-way communication channel with stakeholders. 

Our online social presence facilitated the growth of a stakeholder database, 

currently grown to over 5000 people interested in maintaining a relationship with 

the brand and industry. 

 CreativeTT's website, currently scoped and at the final leg of the tendering 

process intends to provide access not only to the local community on the creative 

industries, but also the foreign stakeholders about the brand of TT’s creative 

sector. It will be highly engaging and fully socially integrated to allow maximum 

stakeholder engagement. 

 

b) Community and Stakeholder Relations/Outreach 

 

Stakeholders have been engaged through: 

 Online Social Media with well over 100,000 engagements with the CreativeTT 

brand and its subsidiaries, and 500,000 impressions 

 Through scores of private and public conversations through Facebook messenger 

and the Facebook walls of MusicTT, FilmTT and CreativeTT 

 Boosted notes and posts 

 Online/ Offline juxtaposition at events and brand activations 

 Stakeholder Engagement Events 

 One FilmTT public stakeholder consultation 

 Port of Spain 
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 One FashionTT public stakeholder engagement 

 A Producers Talk, and through sponsorship of the Trinidad and Tobago Film 

Festival, Animae Caribe and Green Screen Environmental Film Festival 

 One FashionTT public stakeholder engagement 

 “The Launch of the Strategic Plan for the Fashion Industry” at Hyatt Regency, Port 

of Spain 

 Four (4) MusicTT stakeholder consultations  

 Port of Spain 

 San Fernando 

 Tobago 

 Arima 

 

c) Strategic Partnerships (Local, regional and international) 

Industry specific strategic partnerships are a priority for CreativeTT. As such, the 

organisation saw the opportunity to connect with the global creative industries by attending 

the South by South West Music, Film and Interactive Festival with a view to network and 

build modern capacity in the area of creative business. The results were terrific, forming 

strong connections with US media and multiple international creative export offices. Still at 

the beginning of a powerful trajectory, we have begun to lay the foundation for cost effective 

global business. 

CreativeTT, through FashionTT has forged relationships with ExporTT in the development 

of a regional Fashion Export Business Workshop and Showcase, targeted at the French 

Caribbean Outermost Regions, and has worked with the Intellectual Property Office, Ministry 

of Legal Affairs to roll out the Intellectual Property Awards.  

***** end   ***** 


