Instructor Eligibility, Duties & Information
February 25, 2009

New Date 2012
Eligibility:
There are (2) two categories of instructors:

A. Instructors at Large:  An instructor with specialized talent wishing to pass that on to members and to b in training to become a keyed instructor.

B. Keyed Instructor – One who has met all qualifications in shop instruction.  He/ or she must be voted into this position by the Board of directors.  (Application attached)

Members that wish to become instructors must be certified in all areas of the shop.  Certification can be obtained in the silver, saw, and grinding rooms as well as the All-U-Need area by obtaining the signature of an instructor after showing his/her proficiency on the required tools and equipment.

There are many techniques for performing lapidary, silver smithing, casting and any of the other gem and mineral arts.  You may prefer to use one or more of these techniques depending upon your preferences.  Please note that techniques may vary, and it is not wrong to use a different method to achieve the same purpose.

Experimentation is always interesting, and as long as the equipment is being used in a safe manner, it is not considered wrong to try something that may work better for a member.

A member may make a request to the Board to be accepted as an instructor.

Keyed instructors are allowed to work on their personal projects at the Club as follows:

1) Before or after their assigned duty days

2) Mondays and Fridays (no other members are to be allowed in the Club during these days), and

3) During normal operating hours

Shop fees are waived for all Instructors.
Instructor Duties:

Instructors are a crucial part of our shop operation and are needed to instruct, check and observe the use and condition of the equipment.

Opening (before members enter)
1) Open the shop, turn on the lights, sign-in and place your Instructor ID photo on the wall above the sign-in desk.

2) Count the cash and coin prior to your shift as per Cash Register (October 2012).
3) Turn on the water in the grinding room.
4) Turn on the dop pot (as needed)
5) Check the operability of the equipment and the previous Instructor’s notes.  A DO NOT USE tag will be placed on any inoperable equipment.  The tags are located in the front of the instructor’s log book or are hanging near the sign-in desk.
6) Check the cleanliness, water and oil levels on all saws.

7) Insure that the member’s shop room log sheets are placed on the door of each room.  If not, make a copy from the “master forms” binder in the office and place it on the door.  Scotch tape is in the office desk top drawer.

8) Unlock the tool room door and keep it closed during the shift.  In case of a power emergency, the circuit breaker box is located in this room on the North wall.  This area must be kept clear.
Members Arrival and Shop Time:

1) Open the Club for members on your assigned duty days no sooner than (15) fifteen minutes before normal hours.  Check that the members sign-in as they enter.  No member is allowed to use any equipment prior to the opening time scheduled.

2) Collect the shop fees and issue a receipt.  Mark the sign-in sheet in the “paid” column once the fees have been collected.

3) Instructors are allowed to sell findings, dop sticks, dop wax, grit, tee shirts, hats, carry-all bags, etc. during their shift.  A receipt for all sales must be issued and the words “tax included” placed on the sales receipt.

4) If uncertain as to whether or not a member is certified to use a specific piece of equipment, check the certification sheets.
5) Insure that the members sign the log sheets placed on the door of each room and that they indicate which machine they are using.
6) Periodically during your shift, spot check all of the rooms to assure that all operators are using the equipment properly and have signed the appropriate log sheets.  Please do not do personal work or perform any other distracting activities while acting as an instructor.  The instructor should be available to offer help approximately (45) fourty-five minutes of every hour.  He/she is to stay close to the work rooms and move around.
7) Enforce the (1) one-hour time limit for using a piece of equipment/machine when another member has requested to use that equipment.  If no one is waiting to use a piece of equipment/machine that is in use, the (1) one-hour limit is void.

8) Instructors may only certify another Club member on equipment that they themselves have been certified to use.  Instructor’s sign-off certification log sheets are available for that purpose (be sure to use your First and Last name).
9) Instructors must sign a member OUT when he/she has finished using the equipment.  This is done to verify that the member has left the equipment and room clean and ready for the next member to use.
General Duties and Information:

1) Instructors should make the determination if a piece of equipment needs maintenance or cleaning.  He/she should place a “DO NOT USE” tag on the machine.  The President, Vice-President or appointed shop area maintenance person should then be notified of the needed equipment repair, maintenance or cleaning.
2) Instructors have the authority to shut down any equipment and/or close the building if necessary to enforce safety, workshop rules or make other necessary emergency decisions.  The Board will support all such decisions.

3) If a member has a question regarding his/her instructor’s decision/s, or a problem with an instructor, he/she should address the President or Vice-President as soon as possible.  If the situation is not resolved, the member has the right to a Board hearing.

4) If an instructor is unable to be present for his/her shift, it is his/her responsibility to find a substitute.  If one cannot be found, the President or Vice President shall be notified in a timely manner in order that he/she may substitute or find a substitute.

5) Instructors may be called upon to give a tour and provide membership information to guests from time to time.  Applications for membership and old Club bulletins are located on the table below the bulletin board.
6) Instructors may need to issue a receipt for Membership dues during their shift.  There is a separate cash box with a receipt book inside for these dues.  (These dues are to be kept separate from any other dues/money such as shop fees, supplies purchased, etc. received from the members).
7) Petty Cash is available for minor purchases as necessary in case of emergency.   Is this available for all instructors or only through Don P?
8) The First Aide Kit is located on top of the refrigerator and includes a supply of Band-Aids.

Closing Shop:

1) Instructors shall notify the members to start their clean-up process (30) thirty minutes before closing time.  Remember that cleaning the tables is part of the clean-up process.

2) Water must be drained out from all water saws at the end of the shift to prevent the blades from rusting. End of each instructor’s shift or at the last shift of the day?
3) Count your final cash.  Place the signed cash register with cash in a sealed envelope and any membership receipts (money also in sealed separate envelope?) in the mailbox.   DON’T UNDERSTAND THIS SECTION
4) At the end of his/her shift, the instructor will check and make sure that:

a. all equipment is clean and operable, 
b. the log sheets are signed off, 
c. items are unplugged as necessary, 
d. workshop doors are closed and 
e. all outside doors are locked.

5) Instructors on duty must sign off the instructor’s log book and make an appropriate comment to inform the next instructor of the status of the shop.
6) Check the thermostat before leaving the building

7) Check the check-list on the door
Instructors set the example for our members and future Instructors.  All instructors are expected to perform their duties as outlined and faithfully follow these guidelines.  Should an instructor feel he or she cannot faithfully abide by these guidelines, they should not hold the position.

A Keyed Instructor is a valuable asset to our Club.  As a means of appreciation for service to the Club, he/she is given the privilege of the exclusive shop use on Mondays and Fridays. (Need to add other times instructors may use Club?) If an instructor is found to be in violation of the privilege of the exclusive use of the Club shop, or other repeated violations of these instructor duties, that instructor will be brought to the attention of the Board of Directors.  A hearing may be requested by the Board.  The Board will determine by secret ballot, at a regular Board Meeting, as to whether or not the violating instructor should remain in that position.  All responsibility has it privileges and with those privileges comes responsibility.  Thank you for your participation in our Instructor Program and the great service you are performing for our Club.

