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PART I: STUDIO RULES AND PROCEDURES 
 

Section I: Overview of Operating Principles and Rules 
 

1.  HPG is a place to learn about and enjoy ceramics, it is not a place to do 
production pottery or produce works on a particular schedule. 
  

2.  HPG is a cooperative studio, there is only one staff member and this person is a 
part-time bookkeeper and administrator. This means that all activities needed to ensure 
a clean, smooth-running studio must be done by HPG members and students. If you 
want to do ceramics at HPG, you will be asked to select a particular task and take 
responsibility for it throughout the term or interim. 
 
3.  Buy all clay from HPG.  This is an absolute rule, for three reasons: (a) we pay for 
glazes and firing (both expensive) through what we charge for clay; (b) we limit the 
amount of clay to keep the studio from being overwhelmed with wares; (c) we ensure 
that all wares will survive a cone 10 firing (non-HPG clays can collapse or explode). 
Using outside clay may be grounds for dismissal from HPG.  
 
4.  No free use of the studio. Except for very brief visits, everyone who uses the studio 
is expected to pay either tuition or the studio use fee. HPG depends on these fees for 
most of its income, so cannot afford to allow free use of the studio. 
 
5.  Conserve water.  We process all clay and glaze water to ensure that what we send 
to the sewer is clean and to recapture clay that can be used again. So it is important to 
use water sparingly and process waste water appropriately. 
 
6.  Be flexible about the clay body you use. Please recognize that, because we ship 
clay from the mainland, keeping all clay bodies in stock is sometimes difficult. 
 
7.  Use only HPG glazes and glaze your pieces correctly.  Kiln shelves are 
expensive, and use of unauthorized glazes or improper glazing can damage the 
shelves. If you have a glaze formula that you want HPG to try, please see the Glaze 
Supervisor.  
 

8.  Treat your fellow potters and their work with respect.  HPG has long enjoyed an 
open environment of cordiality, respect and sharing. Please help keep it that way! 
Respect your fellow potters and their work.  
 
9.  Clean up after yourself.  Please show courtesy to your fellow potters by cleaning all 
areas where you work, whether at a wheel, handbuilding or glazing. 
 
10.  Mark your work clearly. There are over 125 people using the studio at any given 
time. Be certain that your work is clearly marked with your name, initials or identifying 
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mark during all stages of production. Also make certain that your mark appears on the 
ID mark list posted near the glost kiln and on your shelf label. 
 
11.  Follow safety guidelines. Silica and glaze chemical dusts are a health hazard. 
Avoid creating or stirring up dust, and wear appropriate face and body protection when 
using the spray booth or firing raku (see Section II.F for specifics). 
 

12.  Fill in and sign the liability form.  All HPG participants are required to provide 
personal and emergency contact information and sign the liability waiver portion of the 
sign-up/enrollment form. Members sign the form at the time they renew their 
membership; non-members must sign a form the first term they are in the studio each 
year.  
 
13.  No pets or children under 8 in the studio. As a courtesy to your fellow potters 
and to protect the health of your pets and children, please do not bring them to the 
studio except for very brief visits. 
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Section II: Basic Studio Procedures 
 

A.  Studio Maintenance Tasks 
Because HPG is a cooperative studio, everyone signed up for a class or as an 
Independent Studio User is obligated to choose a task from a list developed by the Vice 
Presidents at the beginning of each term, and to perform that task weekly during the 
remainder of the term. Sitters have additional obligations outlined below in Section III.B. 
 

B.  Water  
 
USE WATER SPARINGLY!  
 

 Do not let the taps run while doing chores or cleaning.  Put water in a container 
instead. 

 Rinse your tools and containers in the water settling vats, not in the sink. You can 
finish cleaning them with clean water in the sink. There are separate settling vats 
for clay and glaze water. Do not mix them. We recycle the precipitate from the 
clay water but discard the glaze precipitate. 

 When the water in a settling vat is clear, drain the clear water by opening the tap 
on the front of the vat with the hose attached to it. Close the tap once the water 
level reaches the tap. 

 After draining the water, scoop up the clay or glaze sludge. Put clay sludge in the 
white 5-gallon buckets kept on the ground near the pugging table (downstairs). 
Empty the glaze sludge into crumpled newspaper in the glaze drying vessels 
(upstairs), then bag everything and discard in the trash. Renew the crumpled 
newspaper in the glaze drying vessels so they are ready for more glaze sludge. 

 

C. Bisque Firing 
 
 Find an experienced firer to show you how to load, fire and unload the bisque 

kilns. 

 Read the instructions for bisque firing in the Paragon log books kept in the shelf 
opposite the electric kilns.  

 Fill in the log sheets kept in the Paragon log books whenever you load, start, 
stop, or unload one of the bisque kilns. 

 Handle greenware with extreme care. It is very delicate. Lift pieces from 
underneath with two hands. Make certain greenware is dry before loading. Damp 
greenware may explode in the firing. 

 Also handle bisqueware with care, being careful not to grab rims or handles. Do 
not stack pieces together. 

 When unloading, put smaller flat and handbuilt pieces in the rack to the right of 
the glost kiln. All other pieces go on the shelves along Bingham Street. 
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D.  Glaze Maintenance 
 

 Mix glazes thoroughly before using. 

 Clean glaze buckets inside and out after using. Also clean tables and floor. 

 If a glaze is lumpy, strain it using a strainer set over a rack on top of a bowl that 
is large enough to hold the glaze. Clean everything thoroughly when done. 

 Adopt a glaze! Learn how to make it and maintain it (see the Glaze Supervisor 
for instructions). 

 To check glaze density, use a hydrometer (jar with nails, kept on the shelf next to 
the upstairs sinks). 

 
E.  Processing Ceramic Pieces 
 

 Remove new bags of clay from the distribution shelves promptly to avoid theft 

and make room for other people’s clay. Any clay reported as missing more than 

two weeks after the date it was ordered will not be replaced by HPG unless the 
clay is on back order. 

 Wedge clay thoroughly, especially before throwing. Clean the wires while the clay 
on them is still moist to avoid creating hard lumps of clay or dust, and clean the 
wedging table after you are finished wedging. 

 Mark all work with your unique identification mark. Make certain this mark is 
visible at all stages of processing. Unmarked pieces may be thrown out, recycled 
or taken for sale by HPG. 

 Be careful not to damage other people’s work when putting pieces into the damp 
closets. Never remove bats from under other people’s work. Remove dry pieces 
from the damp closet promptly, the closets are not meant for storage. Identify 
your name and the date when you put work in a damp closet. 

 Check the bisque shelves frequently and remove your pieces promptly. These 
shelves are not meant for storage. 

 Glaze with care to avoid damaging the kiln. You will be asked to clean or replace 
any kiln shelves damaged by improper glazing. 

 Never put greenware into the glost kiln. It can explode, damage the kiln and ruin 
other people’s work. 

 When putting glazed pieces on the public shelves, identify the glaze you used 
and the date on a small piece of paper. This will help ensure timely and optimal 
firing of your pieces. Place your pieces on the shelf without moving or touching 
other pieces. Check the finished ware shelves as soon after a glost firing as 
possible. These shelves also are not meant for storage. 

 
F.  Safety Procedures 
 

 Sand greenware or bisqueware outside, downwind from the studio, or into one of 
the water vats, and wear a mask. If you must sit, put a container of water onto 
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newspaper and sand over the water. Roll up and discard the newspaper in case 
any dust has fallen outside the water container. 

 Wear a face shield or goggles when using the grinders. Do not grind bisqueware, 
the grinders are for removing excess glaze or sharp edges from glaze. 

 Wear a mask when using the spray booth. Spray inside the booth with the 
exhaust fan on; do not use the compressor to spray pieces outside the booth. 

 All people working at the raku kilns are required to wear non-synthetic long 
pants, closed shoes, arm protection, fire-resistant gloves and a face shield. 
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Section III: Membership, Classes, and Clay 
 

A.  Membership 
 
HPG membership is earned. All individuals enter HPG as students regardless of their 
previous experience with ceramics except for short-term visiting potters (see Section 
III.F).  
 
Students are expected to learn and observe studio rules and help with chores. In any 
term when they are enrolled in a class, students have the right to use the studio during 
open studio hours under the supervision of a studio sitter except in areas where a class 
is meeting.  After completing at least one class, they may sign up to use the studio 
during interim periods when no classes are offered, and may sit the studio with the 
permission of the Vice Presidents.  
 
Students who violate studio rules will receive a written warning stating that they will be 
asked to leave HPG unless they correct their behavior. HPG reserves the right to deny 
admittance or membership to anyone who does not observe the rules and operating 
principles that are outlined in the By-Laws and this manual. 
 
Students become members after taking four classes in a period of a minimum of one 
year and demonstrating that they understand and observe studio rules and procedures. 
If they pay annual membership dues,1 they become members, otherwise they are asked 
to leave HPG.  
 
Members can resign their membership at any time, but will not be reimbursed for their 
membership dues, tuition or studio use fees. They can be reinstated as members 
without serving an orientation period. 
 

Privileges of Membership 

 A key to the studio and the right to use the studio 24 hours per day except during 
class periods when studio use is restricted to areas not used by the class.  

 Shelf space for personal storage during periods when studio use fees or tuition is 
paid. Space permitting, members will be entitled to more or better shelf space 
than are non-members.  

 Reduced class and studio use fees compared to non-members.2 

 The right to purchase more clay than students may purchase (five bags per 10-
week term instead of four; both students and members are limited to two bags 
during interim periods). 

 Priority for and discounts at HPG-sponsored workshops and events.  

 The right to run for the Board of Directors and to vote in Board elections. 
 
 

                                                 
1 The amount of annual dues are listed in Annex E. 
2 The schedule of fees for members versus non-members is listed in Annex E. 



 9 

Obligations of Membership 
 

 Perform chores when in the studio, regardless of whether taking a class or sitting 
the studio. 

 Participate in occasional HPG activities such as pot sales, fund raising events, or 
outreach activities. 

 If not taking a class, sit the studio unless physically unable to do so (members 
taking classes are strongly encouraged to sign up for sitting but are not required 
to do so).  

 Abide by the Guild’s policies. 
 

B.  Sitting 
 
All members who sign up as independent studio users must sit the studio unless they 
are physically unable to do so. Studio sitters are responsible for running the studio for 
one fixed three-hour period per week. They are expected to show up on time and stay 
for the entire three hours. If they are unable to do so, they are expected to contact the 
alternate sitter to ensure that someone else will be able to sit on their behalf. (If no sitter 
can be found, the studio will be closed.) At no time should the studio be left unlocked 
unless there is a sitter, an instructor or another member present in the studio who is 
willing to take responsibility for the studio. 
 

During interim periods, students who have taken at least one class at HPG and who 
have demonstrated that they are responsible may sign up for sitting at the discretion of 
the Vice Presidents. They will be given a key to the studio for the duration of the interim 
period in which they sit, but must return the key at the end of that term.  
 
No studio use is permitted unless tuition or the studio use fee has been paid for a given 
term or interim period. Studio use cannot be prorated, payment must be made for the 
entire term or interim. Studio use fees are due at the beginning of the term; failure to 
pay within 45 days of the due date may lead to termination of membership. 
 
Sitting Responsibilities 
 

 In the morning, unlock the studio, turn on the lights, open the bathroom, decant 
clear water and check the electric kilns to see if they need to be loaded, 
unloaded or fired. 

 At the end of the three-hour period, close the studio: turn off all lights, fans and 
wheels, close and lock the bathroom, and lock the front gate (unless another 
sitter or class instructor takes over). 

 Carry out kuleana tasks according to the Sitter’s Kuleana sign-up sheet. 

 Train new sitters (members and non-members) on how to properly perform the 
Sitting Kuleana Choices (SKCs). 

 Take messages and provide callers with appropriate information (e.g., location of 
the HPG studio or the website). 
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 Help new students and ensure that all studio users comply with HPG rules and 
procedures. 

 Coordinate coverage with sitters in your sitting group or other HPG members if 
unable to make your designated sitting time. If coverage cannot be arranged, 
notify the VPs in advance. 

 

C.  Classes 
 
The HPG calendar has four 10-week terms (Winter, Spring, Summer and Fall) during 
which classes are offered, and two six-week interim periods when the studio is open for 
paid use but no classes are in session.  
 
Normally, eight three-hour classes are offered each term, with a mix of wheel and 
handbuilding classes offered during the day, in the evening, and on weekends. Class 
size is limited by the number of wheels (15) and the number of handbuilding spaces 
(15-16). Instructors must have a degree in ceramics, at least one year’s teaching 
experience, or other evidence that they are competent to teach ceramics. They are 
compensated according to enrollment levels at a fee schedule determined by the Board 
of Directors.3 
 

The Class Registrar is responsible for all aspects of classes other than the instruction 
itself. Problems or issues involving classes should be referred to the Registrar. 
Instructors are responsible for ensuring that new students are familiar with the studio 
and HPG procedures, and for ensuring that their class leaves the studio (including the 
bathroom) neat and clean at the end of each class period. 
 

Admittance to classes is on a first-come-first-served basis with priority given to students 
currently enrolled in the class timeslot. Individuals who sign up for the class and pay the 
class fee are guaranteed a space. One exception: If students have taken the same 
class (i.e., same time period or same class on Saturday morning) for three successive 
sessions, they may either sign up for another class (or if HPG members, sign up as an 
independent studio user) or they may sign up on the waitlist for the class they have 
attended three terms in a row, but cannot also sign up for another class unless they are 
committed to taking two classes, i.e., they cannot switch from the alternative class 
should they get into the one they have taken for three successive terms. Three-time 
attendees who sign up on the waitlist have lower priority than other waitlisted students.   
 

Students must attend the class for which they have signed up. They cannot attend 
another class to make up for a class that they missed. 
 
Payment for classes must be made at the time of signing up for the class. Failure to pay 
will result in immediate removal from the class list. Students may join a class after the 
start of the session, but must pay the full class fee. Class fees are refundable only if a 
replacement student can be found. Tuition cannot be prorated. 

                                                 
3 The current fee schedule is listed in Annex E. 
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Children ages 8 to 12 may sign-up for a class if a parent, grandparent or guardian also 
signs up for the same class, attends the class with the child and takes responsibility for 
her/him during class and practice times. People ages 13 to 17 may take classes 
independently with the permission of the instructor (their waiver form must be signed by 
a parent or guardian).  
 
Each class is also expected to spend one 20-30 minute period per term cleaning the 
studio. The roster of these clean-up periods will be posted at the start of each term. 
 

D. Clay 
 
Students at HPG who are not members may purchase up to four bags of clay (100 lbs) 
in each class in which they are enrolled, with the total limited to 8 bags (200 lbs) per 
term if they take more than one class. Members may purchase up to 5 bags (125 lbs) in 
any term in which they pay for a class or for studio use. If they take more than one class 
or pay for studio use plus one or more classes, they may purchase up to 10 bags (250 
lbs) in that term. Board members may purchase up to 6 bags per term, with a limit of 12 
bags if taking more than one class or paying for both a class and studio use. During 
interim periods, all studio users are limited to 2 bags (50 lbs) of clay.   
 
All clay must be paid for and issued during the term. “Borrowing” from the allotment 
from the previous or next term is not permitted. Absolutely no outside clay is 
allowed.   
 

Clay allowances are individual and may not be shared unless there is a class project 
requiring simultaneous use of multiple types of clay. When a class project requires 
using multiple types of clay, each bag required must be purchased by one class 
enrollee and counted against her or his clay allowance. No clay may be traded or given 
to other HPG attendees, but unopened bags may be sold back to HPG at the discretion 
of the Class Registrar or the Vice President. Studio users and students are expected to 
be flexible about the clay bodies they use. Although the Guild attempts to keep all 
popular clay bodies in stock, availability of a particular clay body at a particular time 
cannot be guaranteed. 
 

E. Shelf Rental 
 
HPG attendees may rent their shelves during Interim periods for a payment of one-half 
the interim studio use fee. No shelf rental is permitted during regular terms (an 
exception may be made for Board members); anyone not paying tuition or the 
Independent fee cannot keep their shelf during these terms. 
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F. Visitors 
 
Children under the age of 8 are not permitted to visit the studio except for very brief 
periods. Neither children nor adults are permitted to visit a class for more than a few 
minutes. Current attendees may bring a friend or relative to the studio for up to two 
three-hour periods per term when no class is in session, and may share their clay with 
the visitor who may make up to five ceramic pieces. The attendee must accompany 
their visitor at all times and ensure that they follow studio procedures and rules. 
 
Experienced potters who do not normally reside on O’ahu and who wish to work for up 
to one month at HPG can apply to become visiting potters. The Vice Presidents shall 
determine whether the applicant will be allowed to work in the studio. No more than one 
visitor at a time will be permitted. Visitors must pay a fee of $75 per week (which cannot 
be prorated for periods of less than one week) and will be required to purchase up to 
two bags of clay from HPG. If they are unable to retrieve all of their work by the end of 
their visit, they must arrange for someone to retrieve it or they may donate their pieces 
to HPG. 
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PART II: GOVERNANCE 
 

Section I. Board of Directors 

 
Governance of HPG is delegated to a Board of Directors consisting of five officers 
(President, Vice-President I, Vice President II, Secretary, and Treasurer) plus 13 Liaison 
and Committee Chair positions (class registrar I; class registrar II; church relations; 
construction, maintenance and safety; exhibits; garden; glaze supervisor; kiln 
supervisor; pot sales; publicity, media and communications; raku; supplies; and 
workshops).4 The Board meets a minimum of six times per year. When decisions must 
be reached in between Board meetings, email votes of the Board may be taken and the 
results recorded in the minutes of the Board. 
 

All Board positions have a term of two years, with the President, Secretary, Class 
Registrars and Kiln Supervisor plus one-half of the other liaison or chair positions 
elected in one year, and the remaining officers and Board members elected in the 
alternate year.  A nominations committee appointed by the President in September of 
each year solicits nominees for the positions open in that year, and proposes a slate of 
nominees by October 1st.  The election is held in November. 
 

Board positions can be shared by more than one individual, but one person must be 
designated the lead and, together, the holders of the position can cast only one vote. 
Individuals can hold more than one position, so long as they do not hold more than one 
officer position, do not act in more than one capacity and do not cast more than one 
vote. 
 
All Board and membership meetings are conducted according to Robert’s Rules of 
Order. 

 
A.  Obligations and Privileges of Officers and Board Members 
 
Board members are expected to be members in good standing throughout their term of 
office. If they take a leave of absence from HPG, they must resign their Board position. 
 

Board members are expected to: 
 

a. Take responsibility for running the organization and ensuring that its interests 
and needs are met. This includes cooperating with other officers and board 
members as needed to ensure a smooth-running organization.  

 
b.  Help ensure a clean, well-run studio by helping with extra chores and projects as 

needed and by participating in ad hoc Board activities.  
 

                                                 
4 The composition of the Board takes effect January 1, 2016. 
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c. Over the course of their term, work on behalf of the Guild for a minimum of 
approximately three hours per week. To fulfill this obligation, Board members 
are expected to sit the studio unless their HPG work-load during a given term 
exceeds three hours per week.  

 
d. Regularly attend Board meetings. Failure to attend Board meetings may be 

grounds for removal from office. 
 

e. Seek approval of the full Board for expenditures exceeding $500. 
 

f. Abide all Guild policies: including the (i) Conflict of Interest and Anti-Nepotism 
Policy, (ii) Anti-Harassment and Anti-Discrimination Policy, (iii) Whistleblower 
Policy, and (iv) Record Retention and Destruction Policy. These policies are 
included in this document as Annexes A through D. 

 
Privileges of Board members include: 
 

a. Have the right to purchase 6 bags (150 lbs.) of clay per 10-week term for the 
duration of their term of office. If Board Members sign up for more than one class 
or studio use plus one or more classes in a given term, they may purchase a total 
of 12 bags of clay in that term. 

 
b. Be allocated additional shelf space, if space is available. Lead board members 

have priority for additional shelf space, secondary members may be given 
additional space if it is available. 

 
c. Have a key to the locked cabinets and a folder in the filing cabinet. 
 
d. Have the right to rent their shelf space during regular terms for a payment of one-

half the independent studio use fee. 
 
When a Board position has more than one occupant, all occupants will have privileges b 
through d listed above. Allocation of the clay allowance among the holders of the 
position will be determined at the discretion of the lead occupant of the office or 
position. 

 
B.  Duties of Officers and other Board Members 
 

1.  President 
 
The President shall 

 
a. Preside at Guild meetings. 
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b. Coordinate policy matters and bring these to the attention of the Board and 
members. 

 
c. Sign contracts or other instruments authorized by the Board except in cases 

where the signing and execution thereof shall be expressly delegated by the 
Board or by the By-Laws to some other officer or agent of HPG.  

 
d.  Appoint a Nominating Committee to recommend a slate of nominees for election 

to the Board of Directors. 
 
e.  With the approval of the Board of Directors, fill all vacancies in offices, liaison 

positions and committee chairs.  
 

f. Coordinate the work of committee chairs. 
 
g. Issue an annual report to all members during the first quarter of the calendar year 

describing the Guild’s status and finances and other matters of importance. The 
report may be distributed electronically or in hard copy.  

 

2.  Vice Presidents 
 
The Vice Presidents shall 
 

a. At the request of the President, or in his/her absence or disability, perform all 
duties of the President, and in so acting, have all the powers of and be subject to 
all the restrictions upon the President. 

 
b. Be studio supervisor. In this capacity, they shall oversee the Guild's physical 

operation and maintenance, and schedule work periods or work teams, as 
needed. 

 
c. Organize the schedule of sitting during open studio hours, and ensure that Guild 

policies and procedures are being followed by those sitting. They will determine 
the work obligations of members who sit the studio with full discretion to excuse 
members with limited physical capacities or other serious constraints from some 
or all of the obligations associated with sitting the studio. 

 
d. Ensure that all monies for people using the facilities and not in classes have 

been paid by the start of each term and turned over to the Studio Administrator.  
Keep a record of these individuals, see that they receive their clay allotment and 
are familiar with Guild procedures, rights, and restrictions, and ensure the 
procedures are being followed.  

 
e. Be responsible for distributing, retrieving and keeping track of studio keys, 

including Board members’ keys to the locked cabinets. 
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3.  Secretary 
 
The Secretary shall 
 

a. At the request of the Vice President acting in his/her capacity as President, or in 
her/his absence or disability while acting as President, perform all duties of the 
President, and in so acting, have all the powers of and be subject to all the 
restrictions upon the President. 

 
b. Certify and keep at the Guild's principal office the original or a copy of its Charter 

of Incorporation, By-Laws, and Procedure Manual as amended to date. 
 

c. Record minutes of all meetings and handle correspondence.  If the Secretary is 
not in attendance, the chair of the meeting may appoint another person to act as 
secretary of the meeting. 

 
d. Ensure that notices are issued according to provisions of the By-Laws or as 

required by law. Implements the Guild’s Document Retention Policy. 
 

e. Keep at the Guild's principal office a record of minutes of all member and Board 
meetings.   

 
f. Upon application in writing by a member, exhibit within two (2) weeks the By-

Laws and minutes of all meetings. 
 
g. Oversee the annual election. 
 
h. In general, perform all duties incident to the office of the Secretary and such 

other duties as may be assigned by the Board. 
 

4.  Treasurer 
 

The Treasurer shall 

 
a. At the request of the Secretary acting in his/her capacity as President, or in 

her/his absence or disability while acting as President, perform all duties of the 
President, and in so acting, have all the powers of and be subject to all the 
restrictions upon the President. 

 
b. Have charge and custody of and be responsible for all funds and securities of 

HPG and ensure that all such funds are deposited in the name of HPG in such 
banks, trust companies or other depositories as selected by the Board of 
Directors. 
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c. Ensure that adequate and correct accounts of HPG’s properties and business 
transactions, including an account of its assets, liabilities, records, 
disbursements, gains, losses, capital and surplus are maintained. 

 
d. Oversee that collection of annual dues and notify members who are delinquent in 

dues and, if not remedied, instigate action for their removal in accordance with 
Guild policy.   

 
e. Upon application in writing by a member or other authorized official, exhibit within 

two (2) weeks the books of accounts and records. 
 
f. Provide a financial statement at all Board and member meetings.  
 
g. Provide a year-end report at the first meeting of the fiscal year. 
 
h. Prepare a provisional budget for the upcoming fiscal year in November. In 

preparing this budget, she/he shall solicit all Board members for budgets in their 
particular area of responsibility. 

 
i. Take responsibility for the organization’s annual taxation, state registration and 

other official activities not the responsibility of the President or Secretary. 

 
5.  Class Registrars 
 

The Class Registrars shall 
 

a. Be responsible for arranging classes and employing instructors, subject to the 
Board’s approval,5 and informing the President, Publicity, Media & 
Communications Chair, and the Web Master of the class schedule.   

 
b. Ensure that all monies for classes have been paid by the start of each term and 

turned over to the Studio Administrator, and that liability waiver forms have been 
signed. 

 
c. Keep a record of individuals enrolled in classes, see that they receive their clay 

allotment and are informed of Guild procedures, rights, and restrictions, and 
ensure the procedures are being followed. 

 
6.  Church Relations 
 

a. Liaises with the Church of the Crossroads (COC). All communications with the 

COC about Guild matters are to be made by this individual. 
 

                                                 
5 The registrar has the authority to appoint short-term replacements for instructors who cannot meet a 
particular class without seeking Board approval. 
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b. Represents HPG at meetings with the COC. 
 

c. Reports COC concerns, requests and requirements to the Board. 
 

7.  Construction, Maintenance and Safety 
 

a. Maintains a list of projects for improvement/maintenance of HPG’s facility. 
 

b. Creates an annual plan and budget for maintenance and upgrade projects. 
 

c. Coordinates work parties to maintain or upgrade HPG facilities. 
 

d. Obtains quotes for work not done in-house. 
 
e.  Identifies safety issues in the studio and seeks solutions to them with the 

approval of the Board. 
 

f. Oversees all construction-related HPG work.  Any construction or maintenance 
work must be approved by the Construction, Maintenance and Safety Chair. 

 

8.  Exhibits 
 

a. Plans HPG exhibits and, with the approval of the Board, determines dates and 
locations. 

 
b. Coordinates exhibit logistics, including the recruitment of volunteers and 

refreshments. 
 
c.  Maintains financial records for exhibits and communicates them to the Studio 

Administrator. 
 

9.  Garden 
 

a. Oversees garden and front area maintenance/improvement. 

 
b. Coordinates with the Vice President to include garden work during clean up days. 
 

 
10.  Glaze Supervisor 
 

The Glaze Supervisor shall 
 

a. Determine the glazes that the Guild will provide to its students and members.   
 
b. Ensure that the Guild glazes are maintained and replenished, as needed. 
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c. Ensure that members and students are trained in glaze making and 

maintenance. 
 
d. Inform the Supply Chair of glaze chemicals that need to be ordered. 
 
e. Ensure that written records of all aspects of glaze making such as the inventory 

of glaze chemicals, a log of glazes made, and periodic records of glaze chemical 
use are maintained. 

 
f. Otherwise oversee all aspects of glaze making and maintenance. 
 

11.  Kiln Supervisor 
 

The Kiln Supervisor shall 
 

a. In consultation with other qualified firers, be responsible for establishing, altering 
and ensuring compliance with firing procedures for the electric and gas kilns. 

 
b. Organize the schedule of glost firings, ensure that qualified firing team leaders 

are recruited, that firing procedures are followed, and that kiln logs are kept and 
filed. 

 
c. Approve any change in the physical configuration of the glost kiln or in firing 

procedures of either the electric or glost kilns.  
 

d. Oversee the maintenance of the kilns. 

e. Inform the Supply Chair of kiln equipment that needs to be ordered. 

f. Ensure that members are trained in bisque firing procedures. 

g. Otherwise oversee all aspects of bisque and glost firing. 
 

12.  Pot Sales 
 

a. Coordinates volunteers for sales and oversees sale logistics. 

 
b. Informs in a timely manner the Publicity, Media & Communications Chair and the 

Webmaster of upcoming sales. 
 
c.  Organizes the recording of all sales, including those of individual potters, and 

communicates this record to the Studio Administrator. 
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13.  Publicity, Media & Communications 
 

a. Publicizes classes, sales, workshops, demonstrations, outreach events, lectures 
and exhibits. 

 
b. Ensures the timely production of brochures and flyers advertising HPG classes 

and other events. 
 

c. Informs the Web Master of needed postings. 
 

14.  Raku 
 

a. Schedules and oversees all raku firings not done in class.  

 
b. In collaboration with instructors and the Glaze Supervisor, ensures that raku 

glazes are made, maintained and stored in red buckets to differentiate them from 
cone 10 glazes. 

 
c. Oversees raku equipment and submits proposals to the Board for new 

equipment, when needed. 
 

d. Liaises with Hawaii Craftsmen regarding HPG’s participation in the annual Raku 
Ho'olaulea and organizes the logistics of HPG’s participation. 

 

15. Supplies 
 

a. Ensures that a file of clay and chemical vendors, an up-to-date inventory of clay, 

an inventory of chemical supplies, and a file of past orders are maintained.  
 

b. Coordinates with relevant chairs on needed supplies, sends copies of orders to 
the relevant chairs, the Treasurer and the Studio Administrator, and maintains a 
log of chemicals purchased. 

 
c. In coordination with the Registrar, Vice President, and instructors, determines the 

types and amounts of clay to be ordered and made available for classes. 
 

d. With the approval of the Vice President, prepares and submits requisitions for 
clay, chemicals and supplies to vendors, with a copy to the Treasurer and Studio 
Administrator. 

 

16.  Workshops 
 

a. Organizes workshops, demonstrations, slide programs, lectures and other 
occasional educational events for the benefit of HPG members and students, and 
the public. 
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b. Determines workshop/demonstration fees. 
 
c.  Maintains financial records for workshop and communicates them to the Studio 

Administrator. 
 
 

C.  Studio Administrator 
 
The Studio Administrator is a paid, part-time employee of the Hawaii Potters’ Guild. The 
main duties of this position include: 
 

1.  Regularly collects incoming checks and other payments from the post office 
and HPG money box, scans the checks, processes these payments in 
Quickbooks, prepares and makes bank deposits, shares deposit information with 
Treasurer. 
 
2.  Enters checks or electronic payments written or signed by Treasurer into 
Quickbooks. Based on these entries and the deposit information, maintains 
inventories and special reports of profit/loss (e.g., for Educational Outreach, 
Cookbooks, Empty Bowl, Pot Sales, Exhibits). At the request of the Treasurer, 
maintains a hard copy file of vendor bills and reimbursement requests. 
 
3.  Prepares reconciliation reports for all bank accounts monthly when bank 
statements arrive. Shares these reports with the Treasurer and President.  
Prepares a Treasurer’s Report prior to each Board meeting.  Prepares other 
reports from Quickbooks or other databases at the request of the treasurer or 
relevant officer or committee chair. 
 
4. Using Quickbooks or other databases, generates the following lists, among 
others, in a timely manner (e.g., at the beginning of each term or interim, at the 
beginning of each calendar year, within two weeks of the end of each term): class 
rosters, rosters of independent studio users (with sitting times), the pot ID list, a 
list of paid-up members, lists of individuals who have taken a given class more 
than three terms in a row. Distributes these lists to the appropriate officers or 
committee chairs cc’d to the President and Treasurer, where relevant. 
 
5.  Maintains and updates the contact information database for all HPG 
participants. Creates specialized email or telephone lists at the request of the 
relevant officer or committee chair. 
 
6.  Produces information needed for General Excise Tax payments, income tax 
returns, and 1099-Misc filings, and with Treasurer’s approval, conveys this 
information to the accountant. 
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7.  Maintains, on the HPG computer, electronic copies of all forms, lists, reports, 
official documents, minutes of meetings, and databases, including Quickbooks. 
Regularly backs up these files. 
 
8.  Regularly checks the supply of forms in the studio (class registration, 
independent studio user sign-up, clay order, interim shelf rental, reimbursement 
vouchers, instructor contracts, kiln logs, clay logs, etc.) and arranges to have 
additional forms printed when supplies are low. 
 
9.  Distributes incoming mail to the Treasurer or relevant committee chair, posts 
art show announcements. 
 
10. Is present in the studio for as many hours per week as the duties outlined 
above allow. 
 
11. Attends Board of Directors meetings. 

 
The position reports to the Treasurer. 

 

 
Section II.  Elections 

 
Elections are held in November. With Board approval, each September the President 
appoints a three-person nominating committee with at least two members who are not 
current members of the Board. This committee prepares a slate of candidates by 
October 1st. Members in good standing can also propose candidates. The Secretary 
notifies all members of the final slate by October 15th and prepares a secret ballot. 
Votes are counted by a committee consisting of at least two members who are not 
running for office who are appointed by the President.  
 
All members in good standing may vote in the election in person, by proxy, email, 
telephone or other written or electronic communication. The election may be conducted 
at the annual membership meeting or over a period of several days or a week, may use 
mail ballots, ballots available at the Guild’s studio or at another meeting place, or may 
be conducted in some other manner to be determined by the Board of Directors. 

 
The candidate or candidate team that receives a majority of votes among the ballots 
cast is elected. In the case of a tie, votes will be cast again for only the candidates 
receiving equal numbers of votes. If this vote again results in a tie, the election outcome 
will be determined by majority vote of the Board of Directors or by the President if the 
Board’s vote is tied. 
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Annex A 

Conflict of Interest and Anti-Nepotism Policy 

Article I Purpose 

The purpose of the conflict of interest policy is to protect the interests of the Hawai‘i 
Potters’ Guild, a tax-exempt organization, when it is contemplating entering into a 
transaction or arrangement that might benefit the private interest of an officer or director 
of the Hawai‘i Potters’ Guild or might result in a possible excess benefit transaction. 
 
Nepotism is prohibited and any Hawai‘i Potters’ Guild employee shall be hired on the 
basis of merit and not on the basis of their relationship to the members of the Board of 
Directors, Officers, or members of the Guild.  
 
This policy is intended to supplement but not replace any applicable state and federal 
laws governing conflict of interest applicable to nonprofit and charitable organizations. 

Article II Definitions 

1. Interested Person 
Any director, principal officer, or member of a committee with governing board 
delegated powers, who has a direct or indirect financial interest, as defined below, is an 
interested person. 

 
2. Financial Interest 
A person has a financial interest if the person has, directly or indirectly, through 
business, investment, or family: 

a. An ownership or investment interest in any entity with which the Hawai‘i Potters’ 
Guild has a transaction or arrangement, 

b. A compensation arrangement with the Hawai‘i Potters’ Guild or with any entity or 
individual with which the Hawaii Potters’ Guild has a transaction or arrangement, 
or 

c. A potential ownership or investment interest in, or compensation arrangement 
with, any entity or individual with which the Hawai‘i Potters’ Guild is negotiating a 
transaction or arrangement.  

Compensation includes direct and indirect remuneration as well as gifts or favors that 
are not insubstantial. 

A financial interest is not necessarily a conflict of interest. Under Article III, Section 2, a 
person who has a financial interest may have a conflict of interest only if the appropriate 
governing board or committee decides that a conflict of interest exists. 
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Article III Procedures 

1. Duty to Disclose 
In connection with any actual or possible conflict of interest, an interested person must 
disclose the existence of the financial interest and be given the opportunity to disclose 
all material facts to the directors and members of committees with governing board 
delegated powers considering the proposed transaction or arrangement. 

 
2. Determining Whether a Conflict of Interest Exists 
After disclosure of the financial interest and all material facts, and after any discussion 
with the interested person, he/she shall leave the governing board or committee 
meeting while the determination of a conflict of interest is discussed and voted upon. 
The remaining board or committee members shall decide if a conflict of interest exists. 

 
3. Procedures for Addressing the Conflict of Interest 

a.  An interested person may make a presentation at the governing board or 
committee meeting, but after the presentation, he/she shall leave the meeting 
during the discussion of, and the vote on, the transaction or arrangement 
involving the possible conflict of interest. 

b.  The chairperson of the governing board or committee shall, if appropriate, 
appoint a disinterested person or committee to investigate alternatives to the 
proposed transaction or arrangement. 

c.  After exercising due diligence, the governing board or committee shall determine 
whether the Hawai‘i Potters’ Guild can obtain with reasonable efforts a more 
advantageous transaction or arrangement from a person or entity that would not 
give rise to a conflict of interest. 

d.  If a more advantageous transaction or arrangement is not reasonably possible 
under circumstances not producing a conflict of interest, the governing board or 
committee shall determine by a majority vote of the disinterested directors 
whether the transaction or arrangement is in the Hawai‘i Potters’ Guild’s best 
interest, for its own benefit, and whether it is fair and reasonable. In conformity 
with the above determination it shall make its decision as to whether to enter into 
the transaction or arrangement. 

4. Violations of the Conflicts of Interest Policy 
a.   If the governing board or committee has reasonable cause to believe a member 

has failed to disclose actual or possible conflicts of interest, it shall inform the 
member of the basis for such belief and afford the member an opportunity to 
explain the alleged failure to disclose. 

b.   If, after hearing the member’s response and after making further investigation as 
warranted by the circumstances, the governing board or committee determines 
the member has failed to disclose an actual or possible conflict of interest, it shall 
take appropriate disciplinary and corrective action. 
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Article IV Records of Proceedings 

The minutes of the governing board and all committees with board delegated powers 
shall contain: 

a.   The names of the persons who disclosed or otherwise were found to have a 
financial interest in connection with an actual or possible conflict of interest, the 
nature of the financial interest, any action taken to determine whether a conflict of 
interest was present, and the governing board’s or committee’s decision as to 
whether a conflict of interest in fact existed. 

b.   The names of the persons who were present for discussions and votes relating 
to the transaction or arrangement, the content of the discussion, including any 
alternatives to the proposed transaction or arrangement, and a record of any 
votes taken in connection with the proceedings. 

Article V Compensation 

a.   A voting member of the governing board who receives compensation, directly or 
indirectly, from the Hawaii Potters’ Guild for services is precluded from voting on 
matters pertaining to that member’s compensation. 

b.   A voting member of any committee whose jurisdiction includes compensation 
matters and who receives compensation, directly or indirectly, from the Hawai‘i 
Potters’ Guild for services is precluded from voting on matters pertaining to that 
member’s compensation. 

c.   Non-voting member of the governing board or any committee whose jurisdiction 
includes compensation matters and who receives compensation, directly or 
indirectly, from the Hawai‘i Potters’ Guild, either individually or collectively, is 
prohibited from providing information to any committee regarding compensation. 

Article VI Annual Statements 

Each director, principal officer and member of a committee with governing board 
delegated powers shall annually sign a statement which affirms such person: 

a.   Has received a copy of the conflicts of interest policy, 

b.   Has read and understands the policy, 

c.   Has agreed to comply with the policy, and 

d.   Understands the Hawai‘i Potters’ Guild is charitable and in order to maintain its 
federal tax exemption it must engage primarily in activities which accomplish one 
or more of its tax-exempt purposes. 

Article VII Periodic Reviews 

To ensure the Hawai‘i Potters’ Guild operates in a manner consistent with charitable 
purposes and does not engage in activities that could jeopardize its tax-exempt status, 
periodic reviews shall be conducted. The periodic reviews shall, at a minimum, include 
the following subjects: 

a.   Whether compensation arrangements and benefits are reasonable, based on 
competent survey information, and the result of arm’s length bargaining. 
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b.   Whether partnerships, joint ventures, and arrangements with management 
organizations conform to the Hawai‘i Potters’ Guild’s written policies, are properly 
recorded, reflect reasonable investment or payments for goods and services, 
further charitable purposes and do not result in inurnment, impermissible private 
benefit or in an excess benefit transaction. 

Article VIII Use of Outside Experts 

When conducting the periodic reviews as provided for in Article VII, the Hawai‘i Potters’ 
Guild may, but need not, use outside advisors. If outside experts are used, their use 
shall not relieve the governing board of its responsibility for ensuring periodic reviews 
are conducted. 
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Annex B 

Anti-Harassment and Anti-Discrimination Policy 

 

The Hawaii Potters’ Guild (HPG) does not condone harassment or discrimination toward 
any member of the HPG community or the public with whom it deals by its officers, 
directors, instructors or members.  
 
The Anti-Harassment and Anti-Discrimination Policy covers harassment and 
discrimination based on sex, sexual orientation, race or color, marital status, 
religion or creed, ancestry, national origin, disability, age, and veteran’s status. 
Other forms of harassment or discrimination, while harmful and unwanted, do not fall 
under the purview of this policy. 
 
Each member of the Board of Directors is responsible for the dissemination and 
implementation of this policy within his or her area of supervision. Reports of 
harassment or discrimination, whether oral or in writing, electronic or otherwise, shall be 
investigated by a three-person committee reporting to the Board of Directors that is 
appointed by the President with the approval of the Board, or by the Vice-President or 
other officer should the President or Vice-President be accused of harassment or 
discrimination.  No person accused of harassment or discrimination shall serve on this 
committee. 
 

All members of the HPG community have the responsibility to report to the President, or 
to the Vice President if the President is accused of harassment or discrimination, any 
information concerning what they perceive to be harassment or discrimination on the 
part of an officer, director, instructor or member. It is a violation of HPG policy to 
retaliate against anyone bringing forth an honestly perceived complaint of harassment 
or discrimination. Retaliation is prohibited whether or not the charging party prevails in 
the original charge. A committee appointed by the President, as described above, shall 
also investigate charges of retaliation. 
 

Investigations will be handled on an individual, case-by-case, basis considering the 
complete record and all relevant circumstances. Investigations shall be conducted as 
fairly and expeditiously as possible assuring confidentiality for both the complainant and 
the respondent to the extent possible. Remedies to the harassment or discrimination, 
including but not limited to removal from office, termination of a contract, or revocation 
of HPG membership, shall be determined by the Board of Directors (absent any officer 
or director accused of harassment or discrimination) based on recommendations of the 
investigating committee. 
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Annex C 
 

Whistleblower Policy 
 

General 
 
The Hawaii Potters’ Guild requires directors, officers and employees to observe high 
standards of business and personal ethics in the conduct of their duties and 
responsibilities. Employees and representatives of the Organization must practice 
honesty and integrity in fulfilling their responsibilities and comply with all applicable laws 
and regulations.  
 
Reporting Responsibility 
 
All directors, officers and employees are responsible for complying with and reporting 
violations or suspected violations in accordance with this Whistleblower Policy.  
 
No Retaliation 
 
No director, officer or employee who in good faith reports a violation shall suffer 
harassment, retaliation or adverse employment consequence. An employee, director or 
officer who retaliates against someone who has reported a violation in good faith is 
subject to discipline up to and including removal from office, expulsion from the Guild or 
termination of employment. This Whistleblower Policy is intended to encourage and 
enable employees and others to raise serious concerns within the Organization prior to 
seeking resolution outside the Organization.  
 
Reporting Violations 
 
The Hawaii Potters’ Guild has an open door policy and suggests that students, 
members and employees share their questions, concerns, suggestions or complaints 
with someone who can address them properly. In most cases, the Guild’s President is 
the person to whom violations should be reported. Should the person reporting the 
violation feel that the President is not the proper person, another officer or director 
should be notified.  The Executive Committee of the Guild’s Board of Director, minus 
any member against whom a complaint is being reported, shall have responsibility for 
determining proper steps to take in response to the reported violation, with the approval 
of the full Board of Directors should they determine that expulsion from the organization 
is warranted. 
 
Acting in Good Faith 
 
Anyone filing a complaint concerning a violation or suspected violation must be acting in 
good faith and have reasonable grounds for believing the information disclosed 
indicates a violation.  Any allegations that prove not to be substantiated and which 
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prove to have been made maliciously or knowingly to be false will be viewed as a 
serious disciplinary offense. 
  
Confidentiality 
 
Violations or suspected violations may be submitted on a confidential basis by the 
complainant. Reports of violations or suspected violations will be kept confidential to the 
extent possible, consistent with the need to conduct an adequate investigation.  
 
Handling of Reported Violations 
 
The President or other Director who was notified of the violation will respond to the 
sender and acknowledge receipt of the reported violation or suspected violation within 
five business days. All reports will be promptly investigated and appropriate corrective 
action will be taken if warranted by the investigation.  
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Annex D 

 
Document Retention Policy 

Purpose 

The purpose of this Policy is to ensure that necessary records and documents of the 
Hawaii Potters’ Guild are adequately protected and maintained and that records that are 
no longer needed by the organization or of no value are discarded at the proper time.  
This Policy is also intended to aid the Guild’s officers and directors in understanding 
their obligations in retaining electronic documents, including e-mail, Web files, text files, 
sound and movie files, PDF documents, and all Microsoft Office or other formatted files. 

Policy 

This Policy represents the organization’s policy regarding the retention and disposal of 
records, both written and electronic. 

Administration 

A Record Retention Schedule for the initial maintenance, retention and disposal 
schedule for physical and electronic records of the organization will be developed by the 
Secretary and approved by the Board.  The Secretary is the officer in charge of the 
administration of this Policy and the implementation of processes and procedures to 
ensure that the Record Retention Schedule is followed. The Secretary is authorized to 
modify the Record Retention Schedule from time to time to ensure that it is in 
compliance with local, state and federal laws and includes the appropriate document 
and record categories for the organization. The Secretary is also charged with 
monitoring local, state and federal laws affecting record retention, with reviewing 
annually the record retention and disposal program; and with monitoring compliance 
with this Policy. 

Suspension of Record Disposal In The Event of Litigation or Claims 

In the event the organization is served with a subpoena or valid request for documents, 
or any member becomes aware of a governmental investigation or audit concerning the 
organization or the commencement of any litigation against or concerning the 
organization, this member shall inform the Secretary and any further disposal of 
documents shall be suspended until such time as the Secretary, with the advice of 
counsel, determines otherwise. The Secretary shall take such steps as is necessary to 
promptly inform all Board members and other persons with responsibility for documents 
of any suspension in the further disposal of documents. 

 

Applicability 
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This Policy applies to all physical records generated in the course of the organization’s 
operation, including both original documents and reproductions.  It also applies to the 
electronic documents described above. 
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Annex E 

Current Schedule of Dues, Tuition and Fees 

Annual dues: $40.  If joining after July 1st, the first year’s dues are prorated by one half. 

Non-member tuition: $175 per term. 

Non-member studio use fees (interims only): $90 

Member tuition: $160 per term. 

Member studio use fee, regular terms: $125. 

Member studio use fee, interims: $80. 

Instructor pay schedule: 

 <6 students: class is cancelled 

 6-7 students: $25 per hour 

 7-10 students: $29 per hour 

 11-13 students: $32 per hour 

 14-16 students: $35 per hour 


