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[bookmark: _Toc31816733]Background and Structure
Gallery 53 on Rocky Neck is a juried gallery run co-operatively by members of the Rocky Neck Art Colony. Previously called the Bryan Gallery and the Rocky Neck Gallery, the name was changed to Gallery 53 on Rocky Neck in 2015.
Gallery 53 and the Cultural Center Gallery comprise the Rocky Neck Art Colony Galleries, Inc.(RNACG), a for-profit corporation, which is a wholly-owned subsidiary of the Rocky Neck Art Colony (RNAC), a 501 (c) (3) non-profit corporation located in Gloucester, MA.
All Gallery 53 (G53) members share in the duties related to operating the gallery, but unlike a co-operative the members do not share in the expenses, profits or losses. The Rocky Neck Art Colony Galleries pays expenses, collects rent from artists, and takes a commission on artwork sold. An operations committee oversees the day-to-day business of G53.
[bookmark: _Toc31816734]Mission
The mission of G53 is to exhibit and sell artwork that expands the depth and breadth of art on Rocky Neck. We strive to accomplish this by encouraging existing G53 artists to develop and grow, by jurying in promising new artists, and by introducing innovative, contemporary artists through our Summer Artist Program.
[bookmark: _Toc31816735]Officers and Committees
[bookmark: _Toc31816736]Operations Committee
The Operations Committee is made up of the elected officers and committee chairs. Headed by the Gallery Manager, this committee determines gallery operating rules and procedures and is responsible for the day-to-day activities of the gallery.
[bookmark: _Toc31816737]Elected Officers
Gallery Manager: oversees the gallery and presides over gallery meetings, oversees day-to-day operations, communicates important information to all members, and oversees new member orientation to review responsibilities including: gallery sitting, committee assignments and display guidelines. The manager, or their delegate, is expected to be present for inventory check-in and collection of paperwork and rent checks. The manager is also responsible for resolving conflicts and making sure that officers perform their required duties. The manager may appoint assistants to share in her/his duties or to temporarily take over the manager’s duties if he or she is out of town or indisposed.  The Gallery Manager must have served as a committee chair or officer, or be recommended by the operations committee, based on prior active involvement with the gallery.
Treasurer: manages the inventory and sales using the gallery Point of Sale system. Each day the treasurer provides a sales report to the artists who have had a sale, so the members can know when to restock. The treasurer prepares a year-end report comparing sales by medium, price, etc. to previous years. The treasurer may appoint assistants to share in his/her duties or to temporarily take over the treasurer’s duties if he or she is out of town or indisposed. In addition, the treasurer tracks payments by newly accepted members to ensure all slots are filled and alerts the Gallery Manager and Secretary if anyone does not accept.
Secretary: is responsible for taking minutes at gallery meetings and distributing them to members in a timely fashion before the next meeting, making all relevant documents available to officers, committees and members as appropriate, maintaining the current list of members and contact information, formatting and printing gallery wall labels, daily logs, membership list,(delete, redundant) and other gallery documents. The secretary may appoint assistants to share in his/her duties or to temporarily take over the secretary’s duties if he or she is out of town or indisposed.  The secretary is the defacto assistant Gallery Manager.
[bookmark: _Toc31816738]Committees
Each of the following standing committees has a chair who is are responsible for heading and establishing a committee to fulfill the listed responsibilities.  Should committee members not complete their assigned tasks, the chair is responsible for reassigning or completing the tasks:
Hanging/Display Committee: 
· Determine the exact size of the display space and the number of 2D and 3D spaces available at least 2 weeks before the new member jury date.
· Maintain the gallery infrastructure (carpentry, painting, lighting, etc)
· Oversee the hanging of all work on walls, card racks and bins
· Establish guidelines for hanging 2D and displaying 3D work
· Determine the number of spaces available in the gallery
· Hang work at the beginning of the season
· Assist with hanging special exhibitions, including Summer Artist shows
· Resolve display/hanging conflicts during the season
Events Committee: 
· Schedule and oversee special exhibits and events, such as opening and closing parties, the Summer Artist Series, talks, tours and demos
· Establish process and procedures for all events including provision of food and libation.
· Create signup (e.g. Signup Genius) for all members to fill in what they plan to bring for food and drink 
· Ensure a committee member is present before, during, and after receptions to set up food and drink stations, restock as need be, assist with sales, and clean up.  Bagged trash including recycled items should be placed into trash cans at the Cultural Center after the event
· Ensure there is someone to staff libations table if need be
· Set up communication and calendar with RNAC for events with which Gallery 53 will be involved.
· Ensure information for press announcements is available with at least 4 weeks’ notice
· Arrange mug-ups for members to present their work
Jury Committee
New Members
· Work with operations committee to determine new membership jury date and time, including application receipt, artwork drop off and artwork pickup.  Clear dates with RNAC director.  Provide finalized dates to Marketing chair for publication, and alert all members.
· Have membership applications sent to RNAC (they will collect applications and fees)
· Review and update application information to include types of work we are looking for, what we do not have room for and gallery rules and requirements.
· Arrange for a committee member to be present at artwork dropoff and pickup.
· Set up artwork for jurying process, prepare voting forms, and publish how the voting will take place.  Note that present G53 members showing work in a different style or medium from their original juried work should be separated from new members
· Collect and tally votes.
· Email results to all applicants.
· Moved to treasurer
· Send list of new members to Secretary
· This should be Manager's job. Yes
Summer Artist Series
· Propose how the Summer Artist Series (SAS) will be used for the season, including the artist responsibilities
· Work with Marketing and Hanging manager to ensure they are aware of PR, poster and hanging requirements 
· jury the applications and contact applicants with the results
· track selected artists to ensure their exhibit will be a success  what does this mean?
· coordinate with events chair on responsibilities for receptions
Scheduling Committee
· Poll members for gallery sitting availability, preferences and special needs
· Create online schedule (e.g. Signup Genius) and make available to membership along with instructions for use
· Create schedule for rotating art spaces and make signup available to all members with equal opportunity
· Print paper schedules periodically – typically once every 2-3 weeks, and make available at sales desk
· Assist members with use of scheduling tool

Publicity/Marketing Committee: 
· Establish a list of deadlines for submission and completion of each press releases and news blast based on Gallery event dates
· Coordinate social media posts with volunteer posters and RNAC social media program
· Create new Email Blast template and oversee distribution of emails
· Work with (secretary or scheduling?) to maintain email database that incorporates gallery email list and ShopKeep emails into our MailChip email list.
· Write and distribute press releases for all G53 events. Coordinate gallery promotion with the RNAC Operations Manager and RNAC Marketing committee. 
· Design promotional materials (postcards, posters, ads, etc) and oversee production and distribution of said materials
· Print artist bios for gallery wall.  Judy, will you be doing this?
Maintenance Committee:
· Stock sales supplies ,e.g. bags, tissue, bubble wrap, packing tape
· Stock office supplies, e.g. pens, paper, tape, labels
· Work the RNAC to keep operational supplies stocked, e.g. paper towels, toilet paper, cleaners, garbage bags
· Coordinate cleaning of the gallery for opening and ongoing needs.  Arrange various members’ times, determine and acquire supplies.  This includes keeping the curbside looking neat and free of trash.
· Plant and maintain flower boxes – initial planting and ongoing maintenance (dead-heading and watering)
[bookmark: _Toc31816739]Terms and Elections
· Officers are elected by G53 members at the first meeting of the calendar year and serve for one year. New officers assume their positions upon election.
· Committee Chairs are appointed by the manager, no later than 2 weeks after election, after conferring with the other officers and previous Gallery Manager. Committee chairs serve for one year.
· Committee chairs assume their positions upon appointment.
· Quorum: A quorum of 1/2 of the gallery’s members is required to vote on gallery business, including election of officers.
· G53 Members that are out of state may vote in elections by email, prior to the meeting, and those votes will be counted with the votes at the meeting.
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The Committee chairs listed above and the Secretary each receive one free unit of space (equiv. to $150) per season. The Manager and Treasurer receive two free units of space. Anyone who serves in multiple capacities is entitled to the compensation due all of them. If multiple people share a position, the compensation is shared accordingly. 
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Gallery meetings are held at least four times a year. Members are expected to attend all meetings if possible. Every effort will be made to select meeting times and dates that fit in with members’ schedules. One or more of the elected officers must be present at meetings with the gallery manager presiding; if the gallery manager is absent, he or she will appoint one of the officers or committee chairs to run the meeting. The rules contained in the current Robert’s Rules of Order shall govern the meetings in all cases to which they are applicable.
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Work for sale in Gallery 53 should be designed to sell and be professionally presented.
· Artwork should be the same caliber as work submitted and approved on initial jurying.
· The artist’s wall display should have a uniform look.
· Framed work must be securely wired with no sawtooth hangers or clip frames.
· Painted canvases need not be framed if the canvas is at least 1” deep, secured on the back of the stretcher, and painted on the sides.
· Giclée work may be displayed in a bin but not on the wall.
· Pottery, jewelry and other 3D work should be attractively arranged.
· If work does not meet these standards, (as determined by the Hanging Committee) the artist may be asked to change or replace it.
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Members are expected to join a standing committee and contribute 10-20 extra volunteer hours per season toward running and maintaining the gallery. These hours can be accrued through any type of committee work that is not done in conjunction with regular gallery sitting. 
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RNAC artist members are encouraged to apply for jurying into Gallery 53. Openings become available when current members drop out. The G53 New Member Application and information about jury day is posted as early as possible (ideally in January) on the RNAC website (www.rockyneckartcolony.org), on the Gallery 53 Facebook page, in the RNAC email newsletter and on other community newsletters and blogs. Artists that are not RNAC members may apply to become a G53 member and must join RNAC if they are accepted. Artists that exhibit work in the Gallery 53 may not sell work in other galleries on Rocky Neck, except in shows at the Cultural Center on Rocky Neck.
Jurying generally takes place in March or April. Work is juried on creativity, technical skill, marketability, presentation, and appropriateness for Gallery 53 including relationship to existing artists’ work. An artist that has been selected for membership may show and sell work only in style and media that have been accepted by the jury. All work shown in Gallery 53 must be for sale. Existing members who want to show a new medium or style in the gallery must submit a "New Medium" form and bring their new work for jurying at the same time as new member jurying; no jury fee will be charged. A decision as to whether or not new work is a new style is made by the Jury Committee. 
[bookmark: _Toc31816747]Returning Members
[bookmark: _GoBack]G53 members are required to submit a Returning Member application at the time set by the Operations Committee and must be members of the Rocky Neck Art Colony if they wish to exhibit work at the gallery that year. A member may obtain a one-year leave of absence for any reason by requesting it on the membership renewal application. The member will be re-admitted the following year if space permits or as soon as space becomes available.
[bookmark: _Toc31816748]Membership Fees
[bookmark: _Toc31816749]Members in the gallery pay rent based on the number of display units that they select at the beginning of the season. 2D (work that hangs on a wall) display units are measured in linear inches; 3D (work that is displayed on pedestals, shelves or cases) display units are measured in square inches. The hanging committee will determine the exact size of the display space and the number of 2D and 3D spaces available at least 2 weeks before the jurying date. Members are also charged a commission on all artwork that sells at the gallery. The rent and commission should cover all of the operating costs for the season. The exact charges will be determined each year by the G53 Treasurer and approved by the Operations Committee based on projected expenses. Artists are paid 75% of the price of work sold monthly; the RNACG commission is 25%.
Membership Requirements
G53 members are required to 
· gallery sit the equivalent of two hours per week during the season.  If that does not cover all the sitting times, members who have more than one space are required to sit additional shifts 
· pay a yearly rent based on the number of units used
· arrive for scheduled shifts on time
· process sales with our computerized POS system without help and be capable of performing other normal functions of gallery sitting, such as opening and closing windows and doors
· conduct themselves in a professional manner while on duty and refrain from inappropriate speech, actions or dress
· find or pay an approved substitute if unable to gallery sit
· become familiar with other members' work and promote all artists in the gallery equally
· process all sales and any special orders received through the gallery as normal gallery sales
· sell a minimum of the equivalent of 2 times the artist’s yearly rent for the season (e.g. one unit at $150 per season = $300 in total sales) If sales fall below this amount, the artist will be required to take a smaller space the next year or submit work for re-jurying for a following season.
[bookmark: _Toc31816750]Termination of Membership
A member may be asked to leave the gallery for a number of reasons, including
· failure to pay gallery fees
· repeated missed gallery sittings and/or failure to arrive on time
· conducting personal sales in the gallery
· inability to process sales with the POS system
· inability to carry out gallery-sitting responsibilities
· failure to produce work that meets gallery standards, as determined by the Operations Committee
· conduct deemed detrimental to the interests of Gallery 53
