DALLAS GEM AND MINERAL SOCIETY
WORKSHOP AGREEMENT

I. PURPOSE
To organize and operate a workshop for members in good standing.
II. ORGANIZATION
A. A Workshop Committee will be made up of the following members:  2nd Vice President, Head Supervisor and Second Supervisor, agreed on by the vote of workshop supervisor.

1. Work Shop treasurer – Club Treasurer, and Second Vic President.

2. The Workshop Committee and Second Vice President will be responsible for the normal running of the workshop and all related workshop functions specified by this agreement.  The handling of all other matter will be retained by the club membership.
B. The Workshop Committee will be responsible of the workshop and all related workshop functions specified by this agreement.  The handling of all other matter will be retained by the individual club membership.

C. The Workshop Committee officers will be installed with elected officers of the club annually and shall hold office for one year or until their successors are installed.
III. FACILITIES AND EQUIPMENT
A. All equipment and supplies listed on the Workshop Inventory Statement.

B. Inventory of all equipment will be made and reviewed by the 2nd Vice President within 14 days of nomination.

C. An inventory of all property, equipment, and supplies contained in the Workshop will be maintained and reviewed annually by the Workshop Committee.

D. There will be no large purchases under this agreement.
IV. FINANCIAL RESPONSIBILITY

A. The basic operating and maintenance expenses related to the property outlined in Facilities and Equipment will be reviewed monthly by the 2nd Vice President and Treasurer.

B. Any expenses not covered by the income from the Workshop 

C. Expenses considered under this agreement must relate to the Workshop and will include but not be limited to:

1. Operating expenses such as rent, electricity, heat/air conditioning, water, gas, locks/keys, et.

2. Furniture and fixtures, such as tables, chairs, cabinets, shelves, etc.

3. Lapidary equipment and supplies.

D. Authority to approve expenses:

1. The 2nd Vice President and Treasurer has the authority to approve and pay bills related to the basic operating expenses.

2. Minor maintenance expenses are defined as the ongoing incidental costs of equipment maintenance and any supplies needed to use the equipment.  Expenses of this nature may be approved by the Workshop Supervisor to a maximum $ 100.00 per month.  Any amount beyond $ 100.00 to a maximum of $ 300.00 in one month must be approved by the Workshop Committee.  Receipts will be turned into the Workshop Supervisor on a monthly basis and will require the Head Workshop Supervisor’s signature signature prior to reimbursement.

3. Major maintenance or equipment purchase expenses, in any amount over $ 300.00 will be presented to the Board of Directors, Workshop Committee and membership for review and approval, according to the appropriate Club By-Laws.
V. AMENDMENTS
A. All recommendation for amendments to this agreement will be submitted in writing to the Workshop Committee for review.

B. The Workshop Committee will be responsible for submission of a proposed amendment to the membership.

C. A 30-day notification published in Dallas Gem and Mineral Society newsletter prior to the vote by the membership proposed amendment will be required.

D. Approval will be required for implementation.

VI. WORSHOP COMMITTEE OFFICIAL DUTIES

A. 2ND Vice President is responsible for calling meetings of the Workshop Committee, reviewing all needs related to the workshop, organizing any shop related functions (i.e. Open House, Clean-Up Day, etc.) and communicating with the membership.

B. Head Supervisor – is responsible for the scheduling of open workshop hours, assigning of workshop supervisors to all open hours, verification of equipment status, and coordination of all maintenance and repair in the workshop.

C. Workshop Treasurer is responsible for the keeping of the accounting of the workshop income and expenses.

D. Education Sub-Committee – The 2nd Vice President will constitute an Education Sub-Committee and they will work together and share in the responsibilities of scheduling of all classes in the workshop.  This includes review of class outlines, verification of instructor capabilities, collection of class fees, and notification of scheduled classes to the membership.   The Workshop Committee has the option to appoint an Education Supervisor to carry on the responsibilities of the Education Committee.
VII.
SHOP MANAGEMENT

a. The Workshop Committee will be responsible for determining all Workshop related needs, equipment maintenance, and authorizing all Workshop purchases.

b. The Workshop Committee will verify and approve all Workshop Supervisors and Class instructors.

c. The Workshop Committee will arbitrate any member disputes related to shop use.

d. The Workshop Committee is responsible for determining the basic requirements for both general and specific shop usage rules and communicating those rules to the membership.

e. An ad hoc open shop can be scheduled by a Supervisor with approval from a Workshop Committee Member.

f. The on-duty Supervisor has all authority over shop management on his/her appointed day.
VIII. SHOP AND PROCEDURES
A. Manipulation of shop equipment for commercial purposes will not be tolerated.  The on-duty Shop Supervisor shall insure all persons shall have access to the Shop equipment.  Exchanging of monies inside the Workshop for private enterprise must first be approved by the Workshop Supervisor on duty.

B. Only current members in good standing of the Dallas Gem and Mineral Society may use the workshop and equipment.

C. Members can not remove equipment and supplies from the workshop for their own personal use.

D. All members will be required to attend and complete the appropriate classes to be determined by the Workshop Committee, prior to the use of any piece of equipment in the workshop.

E. No equipment is to be used unless a Workshop Supervisor or Class instructor is present.

F. All classes will be scheduled. No other activities will be performed in the workshop while classes are in session unless approved by instructor and workshop committee.
G. All classes held in the workshop are considered Club Functions.  Instructors holding classes in the workshop are expected to volunteer their time.

H. If the class instructor travels in excess of 100 miles one way to teach a class the instructor may be reimbursed for expenses to a maximum of $ 150.00.  The instructor must submit an expense estimate in advance.  The class fee will be increased to pay these expenses, and any reimbursements must be approved by the Board.

IX. WORKSHOP SUPERVISOR
A. All applicants must be members in good standing of the Dallas Gem and Mineral Society.  They must have completed the appropriate qualification classes and serve an apprenticeship to be determined by the Workshop Committee.

B. Workshop Supervisors are responsible for the care and use of the workshop during open use hours.  Each Supervisor is to be present during the assigned time slot or find a replacement.  The Head Workshop Supervisor should be notified of any change in assigned Supervisor 24 hours in advance.

C. The Responsibilities of the Workshop Supervisor are as follows:

1. To open and close the workshop at the assigned hour.

2. To check each piece of equipment prior to its use to see that it is in good working order.

3. To check in each person, verifying membership and appropriate equipment certification.
4. To verify that each person uses the equipment with care and complete proper clean up.

5. To checkout each person and to collect all appropriate fees for equipment used.

6. To stop anyone who is using a piece of equipment improperly.

7. To stop anyone who is using a piece of equipment that is, or seems to be, working improperly.

8. To place defective equipment out of service and inform the Head Workshop Supervisor.

9. To remit all collected fees to the Workshop Treasurer.

10. . The Workshop Supervisor may only use equipment if there is no other member using that piece of equipment, and does not interfere with his supervisor’s duties.

11. Workshop Supervisors must pay the same fees as any other member.

X. CLASS ORGANIZATION & SCHEDULING

A. The Workshop Committee is responsible for the coordination of all classes and seminars given in the Workshop.

B. Instructors whom wish to use the Workshop for a class will provide the following to the Workshop Committee for review prior to scheduling:

1. An outline of the class content and time required.

2. A minimum set of requirements that students will need to complete to satisfy the course.

3. Examples of the work completed by the instructor that the students will learn to perform.

4. A list of workshop equipment and supplies required.

5. A minimum/maximum class size requirement.

6. Suggested dates and times.

7. A suggested Fee for the course.

C. The Workshop Committee will review and approve course materials provided.  The Workshop Committee may make or suggest any changes to the Instructor prior to final approval and scheduling.

D. A member of the Workshop Committee or a Workshop Supervisor will be assigned to open and close the workshop when it is to be used for a class.

E. All Instructors planning to use equipment in the workshop as part of a class must have taken the appropriate basic class or have demonstrated equivalent knowledge to the Head Workshop Supervisor.

F. Class Instructor will have the option to supply to the student’s materials and tools, and to charge a fee for these items, with the approval of the Workshop Committee.

XI. FEES

A. Open Shop Fees

1. In the Workshop, a standard fee will be charged for each hour or any part thereof for each piece of equipment used.  The fees will be set by the Workshop Committee and approved by the Governing Board of Dallas Gem and Mineral Society and duly posted.

2. All Workshop fees must be paid prior to leaving the Workshop.

3. Workshop Supervisor collecting fees is responsible for remitting them to the Workshop Treasurer with a detailed accounting.

B. The Workshop Committee, prior to the first scheduled meeting of the class, will collect class fees from each student.

C. Refund of class fees will be made only after review and approval of the Workshop Committee.

XII. MEMBER RESPONSIBILITIES

A. It will be each members responsibility to sign-in when they enter the workshop and sign-out when they leave the workshop.

B. It is each member’s responsibility to see that proper use and care of all equipment is observed at all times.

C. All Workshop rules are to be obeyed.  If a rule is unclear or there is a question, the Workshop Supervisor is to be consulted.

D. The Workshop Supervisor on duty is to be obeyed.  Any dispute not resolved may be taken to the Workshop Committee for arbitration, but until that can be done the Workshop Supervisor’s decision stands.

E. The members will check-in with the Workshop Supervisor on arrival, clean up any area or piece of equipment used and checkout with the Supervisor.

F. Members shall report any abuse of Workshop equipment to the Workshop Supervisor immediately.

G. The member should report any piece of equipment that is not operating correctly to the Workshop Supervisor immediately.

H. All members present in the Workshop are to assist the Workshop Supervisor with general clean-up of the workshop at the end of the open use period.

I. Any member failing to abide by the rules of the Workshop will be reported to the Workshop Committee.  A second reported violation will be considered grounds for loss of access to the Workshop.

XIII. YOUTH PROGRAM

A. Youths under 10 years of age will be accepted under approved Youth Program.

B. Youths 10 years of age of older will be able to use the grinders and polishers for making cabs under the following provisions.

1. Successfully completed the Beginning Cab Class.

2. A signed Waiver from his/her parents or legal guardian.

3. Parent or Guardian must be present when using the equipment.

C. Youths 14 years of age or older will be able to use all equipment under the following provisions:

1. Successfully completed the basic Lapidary Course.

2. A signed Waiver from his/her parents or legal guardian.

3. Either a parent or guardian must be present, or the Shop Supervisor must be willing to take responsibility for the youth.

D. There will be a minimum of two (2) Shop Supervisors at all times.
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