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STUDIO ORIENTATION

Grand Stained Glass Club is a leisure time program chartered by the Sun City Grand Community Association through the Activities Office.

Grand Stained Glass Club is a non-profit association in accordance with applicable Arizona Statue and the enclosed Bylaws of SCGCA. (See Bylaws, Operating Procedures and Executive Board Directory enclosed)

Membership is open to all cardholders in good standing with SCGCA.

The purpose of the Grand Stained Glass Club is to offer an opportunity to create a wide range of stained glass art forms by providing a facility, equipment, instruction and a wholesome, social environment for those with a shared interest in stained glass. 

The purpose of the Grand Stained Glass Club Handbook is to provide important information and direction in order to enable our Membership to fully enjoy the facilities, equipment and programs offered.

A Grand Stained Glass Club member in good standing is a Member with dues paid, have completed all requirements to become a member and have monitored or volunteered service to the club satisfaction in order to use the Club workspace, equipment or program offerings. (See enclosed Monitor Duties)

The Grand Stained Glass Club is responsible for the maintenance, repair and safe operation of the equipment provided as well as for the safety of Club members participating in Club activities or using Club equipment.  The Club shall have a Safety/Equipment Officer and/or committee whose responsibility it is to maintain 

Members in good standing are permitted to sell their stained glass pieces to the public under the guidelines set by the Club. (See enclosed Consignment Guidelines)

Non-members are permitted in the Studio only if accompanied by the Monitor or with a Member. Non-members may NOT use any Club equipment or supplies.  Guests may NOT purchase supplies from the Club.  

To preclude the appearance of a commercial entity and to deter solicitation for non- member support, paid commercial advertising for goods or services in the Studio is prohibited.  Grand Stained Glass Club does provide a Studio posting and email delivery service for notices of Meetings, Minutes, Newsletters and Flyers for upcoming Club events.  Please provide your email address to the Monitor.  We do not do mailings.  It is your responsibility to stay informed. 

Members must log in on computer keyboard or scan their CAM card for the daily register provided by the Club as required by CAM.

Monitors must sign the cash register form as provided by the Club to get credit as a monitor. (See enclosed Monitor Duties).

Members are responsible for returning clean toolboxes, supplies and equipment to the storage shelf after each use.  It is the Members responsibility to report dirty, missing or broken items.

Club supplies and grinder are free for Members to use in the Studio, and for approved Club projects.  These supplies are NOT intended for home studio use and may not be removed.  A list of supplies available for purchase by the Club is displayed in the studio.  (List of Studio Supplies enclosed)

Members may store works in progress in the Studio in designated storage areas only.  You are encouraged to secure your work before placing it in storage.  Your name and date must be placed on the project for easy identification. If not, your project will be considered abandoned and removed from the studio.  Tools and projects will be removed by the Club if unattended for 60 days.

It is the Members’ responsibility to keep all work areas and equipment safe and clean by removing all water and debris from floors, benches and returning equipment to the correct place.  (See enclosed Use of Club Tools Guidelines)

Member First Aid supplies and facility emergency equipment are available on the classroom side of the Studio. Members have the additional option of providing the Monitor with a self-addressed, sealed envelope containing your personal emergency contact and/or any pre-existing medical condition information.  This information will be kept in a security box in the Office.  This information will ONLY be provided to emergency personnel if you are rendered unconscious or otherwise unable to make specific verbal requests. It is the Members responsibility to keep this information current. 

Emergency Policies are to be strictly adhered to for safe Studio operation.  You are encouraged to become familiar with the enclosed Emergency Policies. (See enclosed Emergency Policy)

MONITOR/VOLUNTEER ORIENTATION

To be a Club Member in good standing our Club Bylaws stipulate three very simple requirements.  One is that you pay your Club dues, two is successful completion of the Introduction to Stained Class and the third is service to the Club as a Monitor and/or Volunteer.  

The Club will provide all Monitor training and continued support as necessary to fulfill your annual service requirement.  

The present requirement is two (2) full days per calendar year or a total of four (4) half day shifts per calendar year.  The Monitor/Volunteer credit requirement will be enforced by the Board and the appointed committee. 
Members earn one credit toward the Membership Service requirement for each full 3.5 hour shift serving the Club as a Monitor or Volunteer. Alternate credits can be earned by washing towels (2 full buckets or approximately 75 towels), cleaning drains, actively serving on a committee.

If you have a medical disability or special circumstance that precludes you from meeting your Membership requirement as a Monitor, contact a Board member for an alternative method of service you can provide. Volunteers are also needed as committee Members in order to maintain the studio and equipment, cleaning and social events.

The Club realizes unexpected things happen such as illnesses and medical emergencies.  If you have the opportunity, please reschedule for a new date.

If you cannot complete a shift due to other pressing commitments, let us know in advance by calling the Club to reschedule you (623-214-6723)..  If you leave without notice and do not complete a shift, you do not get the credit for cumulative time served. 

If you are a part time Resident it is your responsibility to complete your requirements during your stay in Sun City Grand. Full time residents are encouraged to fulfill this requirement during the off season time slots.
A Monitors’ primary responsibility is for the health, welfare and safety of all Club Members, their Guests and all Club assets in the Studio.  Monitors are to complete the Monitor tasks only, as assigned by the Club, during their time of service.
During all operating hours, a monitor must be provided by the Club to ensure that established operating and safety procedures are followed.  Monitors are required to verify the member has signed in to ensure they are members in good standing.  In the event of disagreement between a monitor and Club participant, the position of the monitor will prevail in all instances.  A monitor’s decision may be appealed to the Club’s Executive Board but, until such appeal is heard and acted upon, the monitor’s decision prevails.  If a Club member has not signed up to be a monitor, the studio will be “closed”. Members may work in the closed studio when two or more members in good standing are present. At NO time may a member work in the studio alone.

Job one is safety along with supporting our Members by selling supplies, selling of art provided by members and meeting and greeting people.  Monitors may cut patterns out, look through pattern books, anything that can be put down quickly to talk with guests or handle other monitor duties. NO grinding, cutting or soldering is allowed while monitoring. No private use of the Clubs’ computer at the Monitor desk. 

Studio operating hours are 9 a.m. to 4 p.m. Monday through Sunday.    Monitor shifts are mornings 9 a.m. to 12:30 p.m. and afternoons 12:30 p.m. until 4 p.m.  The Club is open for General Membership from 8 a.m. to 9 p.m.
If there is NO Monitor on duty, the Studio is formally CLOSED

GRAND STAINED GLASS CLUB BYLAWS
ARTICLE I-GENERAL
Section A. The name of this organization shall be Grand Stained Glass Club, (hereinafter

referred to as the “Club”).

Section B. The purpose of the Club is to offer an opportunity to create a wide range of stained glass art forms by providing a facility, equipment, instruction, and a friendly atmosphere to accomplish this goal. The Club will support recognized stained glass crafts incorporating state of the art technology. A procedure to permit members to sell their stained glass pieces to the public has been developed and managed by the Club if members seek this commercial outlet. It shall also be the purpose of the Club to foster wholesome social activity for its members through planned events and also as a byproduct of day-to-day activity in the stained glass facility

Section C. These bylaws willfully comply with the Sun City Grand Community Associations (SCGCA) by-laws, and club rules, regulations and procedures. In the event of a conflict between these bylaws, the governing documents of the SCGCA shall prevail.

Section D. This organization shall be operated as a non-profit Association in accordance with Arizona statutes, and the bylaws of the SCGCA. Nonprofit is defined as: With few exceptions, club income should not greatly exceed expenses (operating expenses and capital requirements), resulting in operating gain. Where revenues do exceed expenses, the net gain should be used to foster continued club growth and activity. Club dues may be adjusted to comply, or donate the excess to the Association Facility Reserve Fund. The Activities Director must approve any other donations.

ARTICLE II-MEMBERSHIP
Section A. Membership in the Club shall be open to all members in good standing of the SCGCA.

Section B. There shall be no precondition for Club membership, nor will members be required to join any national, state, or regionally affiliated organizations other than the mandatory handicap requirements. Affiliation to other organizations may be required for various competitive reasons.

Section C. Guest Privileges: The guest privileges set forth in the Sun City Grand Community Association Rules, Regulations and Procedures shall govern guest privileges for this Club.

Section D. Dues: Annual dues for the Club in an amount as approved by membership vote are payable in advance. Timely payment of dues by each member shall be required for membership in good standing

ARTICLE III-OFFICERS
Section A. Executive Board: There shall be a President, Vice President, Secretary, Treasurer, or (Secretary/ Treasurer), (optional) immediate past President, and as many elected Directors needed for Club member representation. The Executive Board may be assisted by the chairperson of such committees as may be established by the Executive Board to carry out the club’s function and purposes.

Section B. Election: All officers and directors (directors if applicable) of the Club shall be elected by a majority vote of those present at an annual membership meeting once a quorum has been established, and shall serve without compensation.

Section C. Term of Office: All officers and Directors of the Club are elected for one-year terms and are limited to two consecutive terms in office. However, by a 2/3 vote of the membership voting at the time of the election, individuals may succeed themselves for more than two consecutive terms as an Officer or Director. The term of office shall begin at the discretion of the Executive Board.

Section D. Duties and Responsibilities:
President: Shall preside over all Club meetings and be accountable for the administration of club business. The President serves at the pleasure of the Executive board and shall carry out the direction and policies established by the Executive Board. The President shall act as principal liaison between the club and the Association, and shall appoint members of all committees that have been authorized by the board, and shall also appoint the chairperson’s of such committees. In the event of vacancies, the President shall appoint with Executive Board approval, interim replacement Executive Board Members until official elections can be held. The President shall insure that all Club Officers and Directors read and understand the Association Charter Club Rules, Regulations, and Procedures.

Vice President: Shall perform all duties of the President in the event of the President’s absence or inability to perform and shall also perform other such duties and responsibilities as may be assigned to him, with Executive Board approval, from time to time by the President.

Secretary: Shall keep the club records, issue notices of all meetings of the Board or General Membership, shall keep minutes thereof, conduct all correspondence relating to the Club’s business and furnish whatever reports to the Association or other persons or organizations as may be required.

Treasurer: Shall receive all monies due to the Club and pay all obligations that may be incurred by the Club in the regular course of its business, shall keep an up-to-date ledger of all financial transactions and provide financial reports as may be required at all meetings of the Executive Board or General Membership. The Treasurer shall prepare and submit year end reports as instructed by the Activities Director/Controller and maintain previous years’ financial records.

Section E. Board Members: The Officers of the Club specified above, plus the (optional) immediate past President, and (if applicable) Directors, shall serve as members of the Executive Board. The Executive Board shall have overall governing authority over the Club consistent with the provisions of these bylaws and shall establish all committees necessary to carry out the purposes and objectives of the Club.

Section F. Election of Officers and Board Members. QUORUM - a minimum of 20 members of the Club in good standing excluding the Executive Board, must be present and eligible to vote at any election specified in these bylaws, and a two-thirds majority of the members present and voting shall be required for election. If more than one member is nominated for any elective position voting shall be by secret written ballot. The Executive Board shall determine the particular procedures for nominations and elections to be followed at such meetings. Should these vacancies not be filled at the General Meeting, the Executive Board shall fill the vacancies as it sees fit.

Section G. Vacancies and Recall of Officers: In the event of a vacancy among the Officers, and/or Directors, the President shall appoint with Board approval a member of the Club in good-standing to fill out the vacant term. In the event the office of the President shall fall vacant, the Vice-President shall complete the term as President, and shall also, appoint with Board approval a member in good-standing to complete the term as Vice President

ARTICLE IV-MEETINGS
Section A. Meetings of the Members: Membership meetings of the Club shall be held not less than (3) three times annually, the time and place of such meetings to be determined by the Executive Board. The President shall preside at all such meetings and Robert’s Rules of Order Newly revised shall be followed. A minimum of 20 Club members eligible to vote excluding the Officers and Directors shall be necessary to conduct any Business of the Club at the General Membership meetings, and except as otherwise specified in these bylaws a simple majority vote of the membership present shall be sufficient to conduct any business requiring the vote of the membership.

Section B. Meetings of the Officers and of the Board: The President may call meetings of the Executive Board at any time by giving notice orally, in writing, or Email. The President shall determine the time and place of such meeting. A majority of the Executive Board Members shall constitute a quorum of the Executive Board and therefore, may conduct any business of the Club brought before the Executive Board at such meetings.

ARTICLE V-FINANCIAL
Section A. Maintenance of Financial Records: Financial records of the Club must be kept for the previous years and current years records, and maintained by the Treasurer.

Section B. Expenditures: Single expenditures not to exceed $500.00 must be approved by the Executive Board in its discretion. A single expenditure in excess of $500.00 must be approved by a majority vote of those present at a general membership meeting.

Section C. Financial Records: The Club’s financial records may be audited by qualified persons or organizations at the discretion of the Executive Board, Club Members, or the Activities Director.

Section D. Annual Budget, Cash and Inventory of Club Assets: The Executive Board shall prepare an annual budget to be presented for approval to the General Membership at a regularly scheduled membership meeting. The Club shall maintain such checking and/or savings bank accounts approved by the SCGCA as may be necessary in the opinion of the Executive Board to properly conduct the Club’s business. All cash receipts shall be deposited in one or more of said accounts. All expenditures by the Club or any member on behalf of the Club must be made by check only, and no expenditures on behalf of the Club maybe made from cash, and appropriate receipts and invoices covering all such transactions shall be kept by the Treasurer as part of the Club’s financial records. The Executive Board shall designate not less than two Executive Board Members as persons authorized to sign checks drawn on the Club’s bank account(s) preferably the Treasurer and the President. All assets of the Club shall be physically inventoried at least once annually and the Treasurer thereof shall maintain a written record.

ARTICLE VI-COMMITTEES
Section A. Appointment: All Club committees, including standing committees, and the Chairmen thereof, shall be appointed by the President with Executive Board approval. All committees shall have written mission statements assigned prior to the committee appointments.

ARTICLE VII-AMENDMENTS
Section A. Individual clubs are not permitted to amend this document, however, requests for changes may be submitted to the Activities Director for review. Any member of the Club in good standing may propose an amendment to these bylaws. The proposed amendment shall be delivered to the President in writing with a statement setting forth the reasons for the proposed amendment. The proposed amendment must be approved by The Executive Board at a regular meeting before presenting it to the Club membership. The proposed amendment may then be presented to the general membership for approval at any regularly scheduled membership meeting, but the notice of the meeting must specify in writing the nature of the proposed amendment to be voted on at the membership meeting and such written notice of said meeting must be given to the members in writing at least 30 days prior to such meeting. A two-thirds majority vote of the membership present shall be required to adopt any amendment to these bylaws. 

Amendment changes must strike through for deletions and italicize for additions to the original by laws before reaching the Activities director. If the bylaws are approved a new set of bylaws must be written without the strike through and italicize.

ARTICLE VIII-DISSOLUTION
Section A. This Club may not be dissolved until all of its outstanding debts have been paid, and upon dissolution of all assets and all property of the Club shall be surrendered to the Association in accordance with the Chartered Club Rules, Regulations & Procedures.

Applicable Signatures:

________________________________________            ________________________________________

Club President
Date
                     Club Vice President
Date

_________________________________           _________________________________

Club Secretary
Date
                      Club Treasurer
Date

Reviewed and Approved

_________________________________           _________________________________

 Sun City Grand                     Date

     Sun City Grand                      Date

 Community Association                                     Community Association

 Activities Director            

Grand Stained Glass Monitor Credit Policy

NO PETS ALLOWED for Safety Reasons

Membership obligates each member to provide service to the Club (see membership application).

DEFINITIONS:

Membership Obligation -- for all members is earning four monitor credits (each monitor credit consists of studio monitor duty of 3-1/2 hours or equivalent) during the preceding four quarters; this includes part time residents. Obligation is to each member and cannot be fulfilled by another member or spouse. Obligation for new members begins in the first quarter following their completion of the Introduction to Stained Glass class.

Member in Good Standing - - a member who is current in fulfilling their membership obligation.

Studio Monitoring - service in the studio as monitor for 3-1/2 hours. Note: two members can monitor at the same time, if one is inexperienced, and both will earn one monitor credit. In this case, dusting of artwork and shelves and vacuuming the morton boards is required. Generally, only one monitor is required per session. If a monitor makes reoccurring mistakes, there is a possibility that credit maybe rescinded.

Alternative Monitoring Credits - equivalent service includes washing and folding studio wiping cloths. In this case, an alternative monitor duty form must be completed and submitted to the Monitor chair.

Banked Credits -a member in good standing who earns more than one monitor credit per quarter, the additional credit(s) will be banked for later use. A maximum of six banked credits will be permitted at any time and will be carried over until used.

POLICY:

In order to evenly distribute the membership obligation throughout the year, members

need to record one monitor credit/quarter in order to be considered a member-in-good-standing; this can be accomplished either by studio monitoring, earning alternative monitor credits(s) or deducting one banked credit from the members’ account.

This policy will be enforced in a fair and consistent manner

Members not fulfilling their obligations with a quarterly credit will be considered not-in-good-standing. Such members will not be permitted to use the studio, attend classes or purchase supplies.

Exception- serious illness that precludes use of the studio for at least six months
Monitor Duties Checklist

THINK SAFETY FIRST

Beginning of Shift

Unlock studio doors by sliding the u-bolts over the opening bar so the opening bar is held in.

Activate handicapped door opener by turning on the switch at the left of the doors.  

Change door sign to open.

Turn on lights (3 sets, not including classroom area).

Turn on air handlers when needed.

Be sure your Association Card is run through the card reader and reader/computer is working properly.

Count cash box and enter your beginning amount in the Monitor book. USE PENCIL AND PRINT YOUR NAME AND CAM NUMBER (Cash box is in storage room, on lower shelf of cabinet behind door) It is recommended that the monitor count the cash in the storeroom, not at the monitor’s desk).  Note:  Storage room door cannot be opened by other than officer/instructor until 9:05 AM or after 4:00 PM.

In sink areas, put away cups and dishes that have dried during the night. Also, remove towels from the drying rack and place in the designated white buckets.

During Shift

Answer telephone as Grand Stained Glass Club and your name.  Emergency and important phone numbers are listed on the wall to the right of monitor’s desk. (Always use Club phone for ALL emergency calls, NOT a cellphone).

Greet Members and Guests – be sure member’s Association Card is run through the card reader.

If the member’s card does not work, try typing in the member’s number.  If neither approach works, do a member search to determine if the member’s information is in the database.  Make a note if there is a Card reader problem and put slip in the Monitors bin in the office.
Ensure member is a ‘member in good standing’ before allowing member to use the studio, register for classes (see exception below for new members), attend classes, buy supplies, or put projects in for the kiln.

· A member in good standing is a member who has paid their dues, completed requirements to become a member, and met their monitoring or work requirements.

· When you scan the members Association Card, the computer will provide you information needed to determine the members standing.  If the computer screen registers “Sorry”, the member is not in good standing.

Monitor all studio areas for safe and proper use of studio equipment and supplies.  

If there are 2 monitors on duty, dust consignment items and shelves.

While monitoring you may put contact paper on pattern pieces, cut and glue patterns to glass or look for patterns. You may NOT cut glass, grind, solder or finish any pieces while monitoring.

ONLY THE MONITOR WILL ENTER THE OFFICE TO OBTAIN SUPPLIES BEING PURCHASED AND  / OR MAKE COPIES.

Write and distribute receipts for all transactions of $1.00 or more, if the transaction is less than $1.00 put the money in the copy machine money box under the copier.  

Give customer the white copy of the receipt; the yellow copy stays in receipt book. NO RECEIPT IS WRITTEN FOR CONSIGNMENT SALE

Call next day monitors as a reminder. Call members who have kiln work to be picked up. (The Kiln operators will give you the sheets).
End of Morning shift

Do a walk-through of studio and classroom.  All table mounted electrical strips should be turned off if not in use.

Make sure benches and sink areas are clean and free of debris.

Enter all cash transactions in monitor’s book. This should include money from classes, supplies, etc.  Do not enter check amounts when counting monies for the monitor book. Count cash box and enter your ending amount in the Monitor book (recommend that the monitor count the cash in the storeroom, not at the monitor’s desk).  Beginning balance plus all cash transactions should equal ending balance in the cash box.

If afternoon monitor has not arrived prior to 12:20 PM, call the scheduled monitor to verify they are coming - monitor’s name and phone number is in monitor sign up book.

If no afternoon monitor is scheduled or does not arrive by 12:30 PM, the studio will be closed.  Follow the directions below to close the Club.

End of Afternoon Shift

Do a walk-through of studio and classroom.  Be sure all tools and equipment are cleaned and returned to equipment room and all table mounted electrical strips are turned off if not in use.

Empty trash receptacles, including the office and kiln room. Place bags outside the rear entrance door for collection. Put new trash bags in receptacles. (a supply of trash bags is in the Kiln room).

Check to ensure rear entrance door is locked by opening the door and making sure outside handle is locked 

Make sure benches and sink areas are clean and free of debris.

Forgotten items should be placed in Lost and Found area (on the counter behind office door).

Dry soiled work cloths and shop towels should be put in bucket that is located by the sink in the member work area and in the classroom. Wet towels should be hung on the drying rack in classroom.

Make sure flammable or combustible materials are not sitting near or on kilns.

Turn off air handlers.

Enter all cash transactions in monitor’s book. This should include money from classes, supplies, etc.  Do not enter check amounts when counting monies for the monitor book. Count cash box and enter your ending amount in the Monitor book (recommend that the monitor count the cash in the storeroom, not at the monitor’s desk).  Beginning balance plus all cash transactions should equal ending balance in the cash box. Put cash box and receipt book in office in the cupboard behind the door.  Close and ensure office is locked. 
Leave the computer on.

If class is in session, inform Instructor that you are leaving. 

· Turn off lights. (All light switches with RED circle - total 6 sets). 

· Change the sign to CLOSED.

· Turn off the Handicapped switch on the left side of the door frame.  Lock the studio doors by sliding the u-bolts over so the opening bar can extend out.  

· Be sure the storeroom and front doors are locked when you leave.
· Check the outside knob on the front door to ensure you can not open the door by turning the knob
· Shut off lights on walls including the kiln room if there are no members present.
Other Monitors Responsibilities
MEMBERSHIP DUES:

Dues for a current member who is renewing their membership between October 1 and January 31 is $20.  If they renew after January 31 their dues are $30 ($10 late fee). Emergency medical forms will be required to be renewed at this time.

New Members
· A new member must complete a Membership Application and show their association card.
· Ensure the seven digit association number on the application matches the

               number on their Association Card.

· The application forms are in the forms rack just inside the kiln room.

· The completed application is put in the Monitors bin in the office.

· All applicants for membership must successfully complete the “Introduction” course before they well become a member in good standing.

· New members cannot sign up for any other class until they have completed the introduction class.

Policy for Rejoining after an Absence:
Absence of More than 1 year
Former members who wish to rejoin the Club must pay $20.00 plus $10.00 for administrative fee. They must be approved by the Education Chairperson and complete a re-orientation program (fee to be determined by Chairperson). Two credits (the former quarter and present quarter) need to be made up also before they’re a member in good standing.

Absence less than one year

Former members who wish to rejoin the Club will be required to pay $30.00. In addition the member will be required to make up any missing monitor credits before they are a member in good standing.

Registering for classes
The member MUST pay for the class at the time they sign up. Ensure the member is in ‘good standing’ before allowing them to sign up for a class.

Classes that have been scheduled are in the Class Book, (Class Book is on Monitor’s desk) scheduled under the date the class is being offered.  If class is full, go to next available date or check with instructor regarding special circumstance.

If there is no class scheduled as yet, enter participant’s information on the appropriate waiting list.  The Instructor will call when the class is scheduled.

Make sure they know the date, time and what they must bring to the class.

Fusing or Kiln work Projects

A member bringing in an item to be fused or slumped must fill out a Kiln Work Order (found in forms rack) and place the item, along with the work order, on a shelf in the Kiln room. Items MUST have paid work order with design before placing on the shelf. 

· The charge for having an item fused/slumped that fits on a 20” shelf is $3.00. Bottles: standard size - 3 for $3, medium - 2 for $3, large - 1 for $3. (Measurements are on the wall at the right). Additional charges may apply as shown on worksheet i.e.: shelf paper for designer bottles, super spray for art glass or to shine bottles.

When members pay for their work, please write ‘Kiln Work’ on receipt. Each kiln sheet requires a separate receipt. One check may be written for total payment. The receipt should state the monies are for kiln work.

POWER TOOLS

Members must be pre-qualified in order to operate the Taurus 3 ring saw. Club training is available. The sign up sheet is in the front of the Taurus saw book (on monitor’s desk). 

The Monitor is responsible for verifying pre-qualification and proper use of the equipment which is posted in the Taurus saw book. The saws are kept in the office in a cupboard behind the door.

This equipment is to be used only when there is a monitor, Board member or staff present. A checklist for the use of the saw is in the Taurus saw book. It must be filled out and initialed by the monitor.

Safety glasses must be worn when using power tools. 

OPERATING PROCEDURES

This document covers topics and procedures that are specific to the operation of the Grand Stained Glass Club.  If there is an area of conflict, the Club Bylaws or the Chartered Club’s Rules, Regulations and Procedures will prevail.

MEMBERSHIP:  

Dues are payable on January 1.  Members not renewing by January 31 will be considered delinquent and will be assessed a $10 late fee when they do renew.  People who join the Club after October 1 will have their dues carried through the next calendar year. Members have the option to update their Medical Form at anytime.

Members are required to service the Club by monitoring, wash towels, teach, serving on a committee or being an officer.  Members must earn 4 credits each year (or equivalent of 1 per quarter to remain a member in good standing and use the Club’s equipment.  Members can “bank” their Monitor credits (up to 6 a year) for future quarters.

Guests:  Non-resident guests are not permitted to work in the Studio.

Resident Guests:  Those in possession of a CAM Activity Card may become a member of the Club.  They must follow the class requirements.  

PROGRAM SUPERVISION AND SAFETY:

Club Monitor:  During all operating hours, a monitor must be provided by the Club to ensure that established operating and safety procedures are followed.  Monitors are required to verify the member has signed in to ensure they are members in good standing.  In the event of disagreement between a monitor and Club participant, the position of the monitor will prevail in all instances.  A monitor’s decision may be appealed to the Club’s Executive Board but, until such appeal is heard and acted upon, the monitor’s decision prevails.  If a Club member has not signed up to be a monitor, the studio will be “closed”. Members may work in the closed studio when two or more members in good standing are present. At NO time may a member work in the studio alone.

Election of Officers:  A nominating committee consisting of two members in good standing will select a slate of officers.  This list will be posted and emailed 2 months prior to the election. Election of officers will take place at the November General Meeting.  The new Executive Board will take office on January 1.  

QUORUM:

Twenty members in good standing, excluding the Executive Board are required for election of officers.  A 2/3 majority is necessary to vote a member into office.  A simple majority is required to pass a motion.

See Safety Rules Enclosed in this Handbook
FINANCIAL:

One single individual purchase over $500 must have approval of the Board and the General Membership.  

CLUB ADMINISTERED ACTIVITIES:  Fees shall be based on fully allocated costs and shall be established or approved by a vote of the Executive Board.

INSTRUCTORS:  Instructors must sign a contract annually.  

SALES OF ITEMS MADE BY MEMBERS:

Members in good standing who wish to sell their items in the studio may do so after signing a contract on a yearly basis with the Club. Checks (made out to the artist) and monies will be put in an envelope in the Consignment office with the artists’ name on the envelope. Ten percent of the cost of each item will be retained by the club (5% for the Club and 5% for CAM).  The remaining 90 percent will be paid to the member.  The Club is not responsible for broken or lost consignment pieces.

SALE OF SUPPLIES:

The club may sell supplies to the members.  The Club will contact several vendors in order to get the best prices.  (The current cost of supplies will be listed on the inside of “Supplies” cupboard door).

REFUND POLICY:  The Club policy does not allow for refunds on classes or social events.  Members who cannot take a class for which they have paid can transfer that credit to another class.

Members who have paid for a social event and cannot attend can try to sell their “tickets” to another member.

CLASSES:  It is mandatory that all new members must take the “Introduction to Glass” class regardless of their skill level.

Duties of Officers and Board Members

President:
Preside over all Club Meetings and is responsible for the administration of all club business. Shall act as the principle liaison between the club and the Association, shall appoint committees as are deemed necessary; shall ensure the financial and administrative integrity of the club.

· Attend monthly CAM President’s Meetings

· Preside at General Meetings

· Schedule and preside over quarterly board meetings

· Appoint chairman as listed below, as required.

· Prepare Grand Times monthly insert per schedule.

· Appoint Web-master

V/President:
Shall perform the duties of the President in the latter’s absence and other duties as assigned by the President. Make recommendations for improvement of operations.

· Perform monthly inventory of club supplies

· Prepare purchase orders

· Maintain supplies for training classes.

Secretary:
Shall keep all records and minutes of the General, Board and special meetings. Retain club information for a period of three (3) years. Make recommendations for improvement of operations.

· Take and publish minutes of all meetings

· Maintain club forms.

· Maintain membership listing, name, phone number and association                      number and address.

Treasurer:
Shall receive all monies from club sales and dues, etc., and shall disburse club funds in a timely manner for all bills owed by the club.  Shall maintain appropriate books, ledgers and other accounting records reflecting the financial transactions of the club.  Shall furnish necessary reports.  Retain records for a seven (7) year period.

· Deposit checks and cash as required (at least weekly).

· Write checks for all expenses properly approved. Individual items over                 $500 must be approved by the General Membership. The check requires a secondary signature of either the president of vice president.

· Maintain financial records in computer file and back-up disks.

· Prepare quarterly report for General Meetings.

· Prepare annual budget.

· Prepare and submit annual reconciliation to CAM (Jan. 31)

· Pick up club mail at mail box.

Member at Large:  Representative of membership to the Board of Directors.

· Attends General Meetings

· Attends Board Meetings

·   Shall make recommendations for improvement of operations in order to foster growth and activity  

Safety &Equipment Chairperson: Shall assist the Officers when needed.

 
Shall maintain club tools in good working order including soldering     irons and rheostats, broken switches on grinders, returning equipment to manufacturer for repair or replacement

· Repair or replace broken or worn belts, blades, bearings and grommets on Taurus Ring saw.

· Replace warn blade on Gryphon Miter saw.

· Maintain list of warranties on equipment, and replace equipment when needed

· Shall inventory and request purchase orders from VP for replacement of tools and supplies.

· Assist all Club members with any difficulty they may be having with a piece of equipment.

· Make recommendations for improvement of operations.

Social Chairperson:  Shall assist the Officers when needed.

· Shall plan all Club social activities i.e. Spring Fling, Oktoberfest, and the Home Show.

· Prepare a budget for each event.

· Assign Social Committee to work assignments so all aspects of the events are covered. 

· Plan and direct Club craft sale activities at Association events.

· Appoint Club Photographer

Education Chairperson: Shall assist the Officers when needed.

· Shall make recommendations for improvement of operations in order to foster growth and activity club instructional offerings and programs incorporating state of the 
art technology 

· Shall act as a liaison between the Board and Instructors, Assistants to Instructors and Training Facilitators pertaining to instructional offerings, scheduling of Studio classroom, and goals for continuing educational programs (Operating Procedures-Instructors)

· Shall make recommendations for the enhancement and enrichment of club instructional curriculum, printed materials, training and/or orientation programs

· Coordinate with the Web Master to produce classes on  the Club website.

· Give a copy of students names taking intro class 4th quarter to secretary

Kiln Chairperson: Shall assist the Officers when needed:

· Insure continuity of purpose of the kiln room to provide the best fused artwork based on members request                                           

· Oversee the kiln room operations and adherence to Club rules

· Train new committee members as needed
 
 

· Oversee general scheduling and prevent under manning

· Chair monthly meetings as required

· Write and maintain firing programs

· Help solve firing anomalies

· Settle any member disputes as to inaccurately fired artwork

· Guide any kiln maintenance needs 

· Stay current on fused artwork techniques

Security Chairperson: Shall assist the Officers when needed:

· Monitor and maintain the cameras

· Review past weeks alarms

· Check any irregularities as directed by Club President

Consignment Chairperson: Shall assist the Officers when needed:

· Handles all consignment sales made in the Club

· Responsible for overseeing the silent auction(s) the Club may hold

· Reports sales results to Board 

· Monitors number and condition of pieces each member is allowed to display as determined by the Board

Past President:   Act as an Advisory                      

· Make recommendations for improvement to operations.   

· Pursue recommendations with CAM to provide adequate facilities for planned membership levels.                                                           

USE OF CLUB TOOLS AND EQUIPMENT

Grand Stained Glass Club is responsible for the maintenance, repair and safe operation of the tools and equipment provided.  

Studio tools and equipment are for the use of Club Members in good standing while working in the Stained Glass Studio.  They are the property of the Grand Stained Glass Club and are not to be removed from the studio, no exceptions.

Non- residents and non-resident guests are strictly prohibited from using the Club facility, tools or equipment.  

Club Monitors are given the responsibility of supervising the proper use of Club tools and equipment and are reasonably well trained in related safety awareness measures.  

Monitors have the authority to deny use of tools or equipment to any individual who in their judgment is either unable or unwilling to abide by stated safety rules.

Studio tool boxes are available in the kiln room for all your glass cutting, grinding and soldering needs. At the end of your work session it is your responsibility to return the clean tool box to the shelf with all items accounted for. Report any lost, broken or missing items to the Equipment Chairperson.

After using soldering equipment, clean iron tip with a wet sponge and re-tin if necessary.

Turn off the temperature control and allow iron to cool before placing in box. Clean iron stand and sponge.  

After using any grinding unit, remove your grinder head, remove glass residue and place in the trash after draining, then clean the equipment well using the sprayer.  Replace the drain plug securely.   Wipe off the splash guard and safety glass eye shield. Make sure all floor areas and benches are cleaned and dried

There are three types of equipment in the Studio that you are prohibited from using without approval. These are the drill press, Taurus III band saw and miter saw.  A Monitor, Board member or committee chair must authorize the use of the equipment to members only.

You must be pre-certified in the proper use of this equipment.  To obtain necessary pre-certification, see the Monitor for the next available training session for that piece of equipment. 

The kilns are to be used by trained Kiln committee Club Members only.  Members are 

required to take the ‘Fusing Principles Class’ offered by the Club before submitting 

artwork to be fired. Pieces to be fired must have a completed kiln work order accompanying them.  Kiln fees are determined by the size of the project.  Kilns fees are to be paid to the Monitor in advance of submitting your piece for firing.  Projects cannot be placed on the shelf in the kiln room without a paid kiln firing form. Firing the kiln is to be done only by Club Members who have taken Kiln Operators Class and are current members of the Kiln Committee.

Please refer to applicable Safety Rules included
SAFETY RULES EQUIPMENT

Members must sign out for all tool boxes/ power tools and clean them when finished.
Members are encouraged to wear eye protection when cutting glass, using equipment and chemicals.

Members must have training in the use and care of the following equipment:

1.  Scoring and cutting glass 
· Place newspaper on workbench

· Place scrap glass in designated glass trash containers

· Save useable pieces and place in storage containers

2. Clean up

· Clean and put away all tools and supplies used.

· Hot soldering irons should be cleaned, left in holder, when cooled return to storage box.

· Clean grinders and saws after each use and return to storage.

· Incomplete work may be placed on shelves or under tables with your name and date shown.

· Brush off work benches into dust pans; wipe off work surfaces with damp cloth.

· Blot up any spilled water from floors and benches

· Clean up sink, strainer and drain board areas

· Hang wet shop towels on drying rack (not touching floor)


3. Glass grinder (Only to be used on GLASS)

· Fill with water before use and wet sponge.

· Make sure EYE SHIELD is in place.

· Make sure SPLASH GUARD is in place.

· CLEAN after use.

· Remove glass eye shield & splash guard – wipe clean

· Remove grid top and sponge-clean at sink with brush, rinse sponge

· Move grinder forward until drain hole on bottom of unit is clear of bench.

· Place container under drain hole to collect water.

· Remove rubber stopper on top front of unit.

· Replace rubber stopper when water has emptied.

· Use scraping tool and paper towels to remove sludge.

· Put sludge onto newspaper and put in garbage.

· Take grinder to sink to rinse, clean the basin being careful not to spray water in the motor, then and dry.

· Clean the sink to remove residue deposited from the cleaning of the grinder.

4. Disc grinder (Only to be used on GLASS)

· Add one cup of WATER to top reservoir.

· Make sure that water is dripping onto the disc before use.

· Refill reservoir when water drains out.

· Empty drain collection container often

· Use safety face shield located on shelf below the fusing sample board in the kiln room.

· CLEAN after use and empty the drain bucket.

· Dry the Disc after use.

5. Soldering Iron Controller or Rheostat (Not to be left on when not in use)

· Check that the Controller cord is plugged directly into the surge protector strip ONLY
· Plug the soldering iron directly into the back of the soldering iron controller ONLY
· Turn on the controller to the desired temperature (60 to 80 degrees)

· Upon completion, turn off the soldering iron controller. Red indicator light will go off

· Turn off power strip. Red indicator light will go off

6. Soldering Iron (Not to be left on if not in use)

· Tighten the iron tip to holder, with pliers, before turning power on.

· Use a wet sponge to CLEAN hot iron tip before and after use.

· Put solder on tip to keep it tinned.

· Do not set temperature control over 80. Turn control off if you will not be soldering for several minutes.

· Be careful that IRON CORD does not contact the iron or the iron stand.

· Do not touch metal parts of Iron or Iron Stand coils as they are very hot and will burn. Do not return hot soldering iron to shelf until cool.

· Use the portable air filter when soldering.

7. Miter Saw (Only to be used on hard metals)

· A Monitor is required to be in Studio to use this saw.

· Safety glasses are required

· Never use saw to cut lead or capped lead  

· Make sure blade shield is in down position when cutting.

· Make sure splash shield is behind unit when cutting.

· Wear SAFETY GLASSES when cutting

· Cut with a slow steady movement.

8.  Kilns (Only to be operated by current Kiln committee)

· Do not touch metal items on or surrounding kiln when the interior temperature of the kiln is above 110 degrees.


· Do not touch the elements in the kiln chamber
· Unplug kiln before working on any kiln electrical component
· Do not touch the elements in kiln chamber

· Unplug kiln before working on any kiln electrical component

· Remove all potentially combustible materials from the kiln area

· Remove all potentially combustible materials from the kiln area

9.  Taurus III Saw

· A Monitor, Board or Chair person is required to be in the Studio to use the saw.

· Must have taken the class, be certified and on the list to check out the saw.

· Follow directions on the checkout sheet, have it signed by the Monitor both before use and after the cleanup.

· Return ice pack to the freezer

TOOLS & BOXES

Tools and equipment listed in this Handbook are provided by the Club for the use of its Members while working in the studio only.  They are not to be removed from the studio for work at any other location.  

You have the option of using the Club tool boxes or purchasing your own tools and supplies.  You are required to purchase your own glass cutter, marking pens and grinder heads.  Consumables such as glass, foils, lead, adhesives and grinder heads are to be provided by the Member for their personal use. 

It is your responsibility to return all clean items to the tool box at the end of your studio work session.  Missing items are to be listed by sign out sheet.

Cutting Tool Box Contents: (4 items)

1. Running Pliers

2. Grozer/Breaker Pliers

3. Glazing Hammer

4. Safety Glasses

Soldering Tool Box Contents (7 items)
1. Soldering Iron

2. Temperature control box

3. Soldering iron stand

4. Sponge 

5. Sponge Holder

6. Flux

7. Flux Holder

MISCELLANEOUS TOOLS & SUPPLIES

Grinders Mate




Foil Dispensers 

Hand Crimper




Hammers

Hand Foilers




Rulers

“C “ Clamps




Wire brush

Mosaic Cutters



Pre-tinned Wire

Foam Wedges




Push pins

Pattern Shears




Q-tips

Circle Cutter




Cutter Oil

Glass & Metal Files



Finishing Compounds

Came Vise




Alcohol

Wire Cutters




Mineral Spirits

Pliers





Whiting Powder

Screw drivers




Gloves

Masking tape




Flux

Electrical tape




Flux Remover

Patinas





Zinc Bender

SAFETY RULES

CHEMICALS, SOLVENTS AND LEAD

Many of the chemicals and solvents used in the Stained Glass Studio are potential eye and skin irritants.  The materials listed below should be handled with care:



Denatured alcohol


Mineral Spirits


Finishing Compounds

            Patina


Flux




Sealers


Flux Remover


            WD-40


Glazing Compounds


Cutter oil

Whiting powder




Lead particulate is generated from handling lead.  They are toxic when ingested over a prolonged period of time.  

Members are encouraged to:

1.  Avoid contact with chemicals and solvents to eyes and skin.

2.  Wash hands frequently with soap and water after use of chemicals, solvents    

     and lead.
3.  Wear gloves when working with chemicals, solvents and lead.

4. Safety eye protection is provided by the Club.  Members are encouraged to 

      wear eye protection when working with chemicals, solvents and lead.

5.  Should accidental eye contact occur, an eye wash station has provided at the   

     sink area in the classroom.

6. Should accidental skin contact occur, wash the area with soap and water

      and flush the area with cool water
7. Work in areas with proper ventilation and good air circulation

If a minor eye or skin irritation persists, should seek professional care

Notify Monitor in the event of a Medical Emergency
EMERGENCY PROCEDURES

For Stained Glass Club

19751 N. Remington Drive

MEDICAL EMERGENCY 


CALL 911 USING CLUB PHONE (FOR EMERGENCY LAND LINE)


ADVISE THEM OF THE TYPE OF MEDICAL EMERGENCY AND THE ADDRESS


INDICATE THAT THE EMERGENCY IS AT THE GRAND STAINED GLASS STUDIO


LOCATED ON THE EAST SIDE OF THE SONORAN PLAZA, WEST OF ADOBE SPA


USE EAST PARKING LOT, 2ND DRIVEWAY ENTRANCE FOR EASY ACCESS


MONITOR STAY WITH MEDICAL EMERGENCY

            INSTRUCT ANOTHER PERSON TO WAIT AT THE ENTRANCE TO THE PARKING LOT 


ON  N.  REMINGTON  DRIVE. TO DIRECT EMERGENCY PERSONEL


PROVIDE ASSISTANCE TO THE AMBULANCE DRIVER IN LOCATING THE STUDIO 


DIRECT EMERGENCY PERSONNEL TO THE PERSON NEEDING ASSISTANCE.


PROVIDE EMERGENCY PERSONEL WITH MEMBER’S MEDICAL INFORMATION ENVELOPE 

DO NOT DELIVER C.P.R. UNLESS YOU ARE QUALIFIED TO DO SO. (DEFIBULATOR  PADDLES (AED)   ARE LOCATED IN THE ADOBE BUILDING) 

FIRE ALARMS


FIRE ALARM SOUNDS AND EMERGENCY STROBES WILL FLASH SIGNAL 


PULL FIRE ALARM RED BOX LATCH


EVACUATE THE STUDIO AND MOVE A SAFE DISTANCE FROM THE BUILDINGS


MONITOR TO WAIT AT THE ENTRANCE TO THE PARKING LOT 


ON N. REMINGTON DRIVE. TO DIRECT EMERGENCY PERSONEL


WAIT FOR EMERGENCY PERSONEL TO ARRIVE, DO NOT RE-ENTER BLDG.

    WAIT FOR THE ALL CLEAR BEFORE ENTERING THE BUILDING


DO NOT TRY TO EXTINGUISH FIRE YOURSELF


INCIDENT REPORTS ARE TO BE PRESENTED TO THE PRESIDENT FOR FILING WITH THE ACTIVITIES OFFICE AFTER EACH OF OCCURANCE
SOCIAL  EVENTS
The purpose of the Grand Stained Glass Club is to offer an opportunity to create a wide range of stained glass art forms by providing a facility, equipment, instruction and a wholesome social environment for those with a shared interest in stained glass.

During the course of each calendar year, the Club may organize, promote and financially contribute to the following Club social events for its Members and their Guests.

Oktoberfest

A Spring Social

Art Glass Tool and Supplies Tag Sales

Spring Art Festival

CONSIGNMENT & RESALE ACTIVITIES

As a convenience service to Members and Guests, resale operations related directly to the Stained Glass Club are currently permitted under our Charter.  

The individual or private sale of merchandise in Association facilities is strictly forbidden unless sponsored or sanctioned by the Association. Any applicable tax liability incurred shall be the responsibility of the individual concerned.

Per CAMs Charter Club Rules & Regulations, Section  4.13 A. The Arts and Crafts facilities are intended for the pursuit of hobbies and are not for the manufacture of articles to be sold by private individuals for private gain. As a convenience to members and guests the charter clubs may offer articles for sale made by their membership provided that the club and Association receive a percentage of the proceeds in order to offset the costs of this activity (a minimum of ten percent). Fifty percent of these proceeds are to be submitted to the Association on a monthly basis. The intent of a club is to promote hobby, recreational and cultural activities and not to be a sales outlet for items produced in the club facilities. Clubs must establish internal policies to allow each member an equitable opportunity to sell their products.

In accordance with the above 4.13 A., the Club will collect ten percent of the cost of each item will be retained by the club (5% for the Club and 5% for CAM).  The remaining 90 percent will be paid to the member.  The Club is not responsible for broken or lost consignment pieces.

`


The owner of the item for sale sets the desired resale price. Once sold, the check (made out to the artist) or monies are placed in an envelope and put in the Consignment Agreement slot in the office. 

Our policy is to allow each Member an equitable opportunity to sell items produced following the signing of a yearly contract. The Consignment Chair will periodically check items for cracks, sharp edges and oxidation.

CLUB STORE 

The Club, by Charter, is permitted to sell supplies related to stained glass to its Members ONLY.  Due to the many name brands, types of tools, glass manufacturers, etc. it is impossible for the Club to financially maintain or support a large or diversified inventory.  

The Club does not sell glass. Supplies purchased are cash on delivery.   The Club only accepts cash (U.S. currency) or checks (U. S. bank).  No credit or credit cards.  Other tools, equipment and supplies can be purchased from local suppliers, catalogs, bulletin board postings or TAG sale in the Club.

Supplies cannot be displayed which would give the appearance that they are available to the general public. The Monitor will assist you in purchasing any of the supplies listed below: 

Foil

Glass cutters

Glue sticks

Grinder Bits

Chain

Lead came

Lead cement (glazing putty)

Sharpie marking pens

Sheet protectors

Solder

Zinc

Kiln shelf paper

Flux

Nite Lite Fixtures with bulb

Suction cups

Reinforcing braid

Strong line reinforcing

Contact paper

Nuggets

Wrought iron stands

No daze glaze

CLUB LIBRARY

The Club has developed an extensive collection of stained glass patterns for all of the glass disciplines.  Members only are welcome to duplicate patterns from our Library.  A photocopier is available (for a small charge) in the Studio in order to copy and resize patterns.  Arrangements can be made in order to remove material from the Library by requiring a signing out of the material and a 3 day limit for checking out items.

REFUND POLICY

It is a Club Policy not to give refunds for any classes unattended, annual dues pre-paid, charter fees, or supplies purchased.  We will however give Members an exchange for supplies purchased (equal or greater value). Classes can be reschedule for a more convenient time.

FOOD AND BEVERAGES

Food and beverages are permitted in the Studio in designated areas during operating hours.  Please observe safety measures when eating or drinking during your work session, wash your hands thoroughly.  Please be courteous and do not leave food or beverages on the benches or floors.

Alcoholic beverages are prohibited from being consumed during work sessions in the Studio facility.

NO SMOKING POLICY

Smoking is not permitted in any indoor area of any building owned, operated or maintained by the Association.  The Association also reserves the right to designate outside areas in which smoking will not be permitted.
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