Member's responsibilities
1.
Shifts

a.
Contact Wendy Ferrier at least two months in advance of the calendar month you are scheduling for.  Give her a list of the dates you are unable to work for a two month period of time.  This communication needs to be done every two months.    


b.
You must find a replacement if you are unable to work a shift you are already signed up for.  Call other people on the shift calendar and arrange a trade.  Please make sure that this trade is recorded on the master calendar located in the gallery.  If an emergency arises and you are unable to work your shift, contact the calendar monitor or one of the council members.


d.
You need to be at least 10 minutes early to your shift, so that tasks such as counting the till, getting change at the bank (see Minding the Store) are done before you open the doors.

2.
Member dues

a.
Dues payments are to be paid no later than the 25th of the month prior to the month you are paying for – i.e. April 25th for the month of May.  Payments should be placed in the dues folder at the gallery.

 
b.
You will not be paid for your sales if your dues are not paid in full.  Also, there is a fine for any overdue dues payments.

3.
Communications

a.
A cooperative cannot operate well without communication among the members.  Your personal file in the gallery will be the primary way of communicating with you and you are responsible for reading the minutes from the Co-op Council meetings and general membership meetings, monthly financial reports, and any other notes, letters, etc. placed in your file.  You are also responsible for attending general membership meetings on the 1st Tuesday of each month.


b.
Read the entries in the log, especially from the day before your shift.  The previous member may have left messages there for you.  Keep a count of gallery visitors in the log.


c.
Notes of importance are also often taped to the edge of the desk.  Please read them and take action on them, if necessary.


d.
You will get regular updates of the list of phone numbers and addresses for gallery members.  Do not hesitate to call other members if you have questions.  If you are uncertain whom to call, try the manager first.

4.
Display

a.
Check the calendar for each month to find out the date of the display change for the coming month.  It is usually the Wednesday preceding the first Saturday of the month.


b.
Your art for the display change must be in the gallery on the day before the display change date.


c.
Leave the art you want displayed in the corner closet at the front of the gallery.  Any messages you wish to leave for the display committee should be written in the display notebook at the front desk.


d.
You must keep an inventory of the art you have on display or stored at the gallery and print price tags to attach to your items


e.
If you have heavy, unusually shaped, or fragile pieces, please estimate your shipping costs (crating or packing materials and your time, as well as the shipping company’s charges) and place this information either on the piece or in the shipping charges book or both.
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