SOUTHERN HEARTLAND GALLERY & FRAME

Contract Guidelines

ACCEPTED WORKS 

· Oils, pastels, watercolors, acrylics, pen & ink, pencil, mixed media
· Photography, pottery, glass

· Mosaics, sculpture, fabric art, collages

· Stone and metal work, woodwork (carved and turned pieces)

· Other media may be accepted with the consensus of current gallery artists.

DISPLAY INFORMATION

· Selection of spaces will be by a draw system and/or mutual agreement by artists.  Spaces will be selected three (3) times a year, every four (4) months.

· Artists must provide approved tables/platforms for work that is not to be hung on the walls.  Small items such as jewelry may be displayed in the glass cases.

· All wall-hung paintings/drawings must be originals and be matted, framed or gallery wrapped.

· Photographic giclee must be identified as such.

· For wall spaces, allow approximately 4 inches between pieces of art unless they are meant to be hung as a grouping.  Exceptions are the wall spaces above the two display windows.

· Paintings may be displayed on easels or on the floor but must not block another artist’s work.

· Print bins must be used for prints and unframed originals and must not block another artist’s work.

· Artists should share all empty spaces in the gallery and all gallery easels so each artist has an equal opportunity for display area.  Artists are welcome to bring their personal easels for use in their spaces.

WORK ASSIGNMENTS

· The gallery is open Tuesday through Friday 10 a.m. – 6 p.m. Saturday. Closing hours will fluctuate seasonally.  There may be extended hours between Thanksgiving and Christmas.
· Work shifts will be assigned monthly, in advance.  All artists must work their assigned shifts, one (1) shift every other week..  

· Each artist is responsible for getting a replacement if they cannot work their shift and must write in replacements name on the schedule at the gallery.
· Shift workers must complete the DAILY CHECKLIST & CASH BALANCE SHEET for each shift they work.

· Artists are responsible for ensuring the gallery is clean at the end of their shift or after classes are conducted.  This includes emptying trash cans and large garbage can.
· Gallery artists must participate in the operation and management of the gallery by serving on a committee, since help is needed from all members.  Please inquire about committees and their responsibilities.
· Gallery members are expected to participate in 50% of gallery functions and must sign up on the annual calendar.

· New gallery members will have a one (1) month training period before they are put on the work schedule to work alone.  They must work shifts with gallery members who are comfortable with the gallery routine at least, but not limited to, three (3) times during the first month.  They may pay the first month’s rent and hang their work during the month training period.

· The Artist taking a framing order is responsible for that order through to completion, including calling the customer regarding pricing.  A worksheet must be completed, a copy placed with the order and a copy placed in the framing folder at the front counter.
CLASSROOM

· Gallery artists may use the classroom space for a 10% charge paid to the gallery.

· Guest artists will be charged $50.00 per 3 hours or according to their contract.  

· Sign up is required on the calendar in the classroom, and it is on a first come, first served basis.

MEETINGS

· There will be one regularly scheduled meeting per month.  Regularly scheduled meetings are usually held on the first Monday of each month at 4 p.m.

· Additional meetings may be called, as necessary.

· Submit your agenda items to the gallery director a week in advance to have them addressed at the next scheduled meeting.

· Each agenda item will be given approximately five (5) minutes for discussion.

· Parliamentarian has the discretion to table an item or cease discussion of the item.

· Meeting notes will be distributed via email after each meeting to keep everyone informed.

BOOKKEEPING

· Payments for sales will be made by the 15th of the following month.

· Susan Wahl is the gallery member responsible for keeping gallery sales & expense records, paying gallery bills and writing all checks.  She provides a monthly report to SHA, Inc. Treasurer.

· Gallery space rental payments must be paid by the 25th of each month.

· Gallery members must be current members of the Southern Heartland Art Guild.

CAVEAT(S)

· Any temporary or permanent modifications to these guidelines may be made by a consensus vote of existing gallery members.
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