
Pi#sboro Gallery of Arts 
Policies and Procedures 

Please review this document at the start of each shi4.  If you have any ques9ons/ 
comments/addi9ons to make please contact PGA Board Secretary (currently 
Debbie Englund) at 919-357-5980 or leave a note in the staff notebook at the 
front desk.  This notebook will serve as an ongoing communica9on conduit for 
asking ques9ons, leaving notes for the next shi4, or keeping note of customer 
concerns or needs that need to be addressed.  Please use it freely and it will be 
checked regularly by board members and you should check it at the start of your 
shi4. 

Gallery Hours 
1. The gallery will be open Tuesday to Saturday each week and the first 

Sunday of every month. 

2. Hours of opera>on:  
10:30 am to 5:30 pm Tuesday–Saturday 
11:00 am to 5:00 pm first Sundays 

Staffing 
1. Each PGA member is required to work a total of 6-8 hours in the gallery 

monthly to handle sales. 

2. The gallery will be open 23–24 days per month which equals 90 hours of 
coverage needed.  Dividing 90 hours by 34 members gives 6 hours/month 
per person.  This will change if gallery hours change. 

3. Each member will cover one full shiP OR 2 half shiPs in the gallery monthly 
to meet their staffing commitment.  

3 1/2 hours/shiP on Tuesday–Saturday (10:30am-2pm and 2-5:30pm) 
6 hours/first Sunday (11am-5pm) 
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If you desire to work a full shi4 on Tuesday-Saturday, from opening to 
closing, you will need to sign up for 2 half shi4s, to cover the full day.  
A shiP on Sunday is considered a full shiP.  

4. Members sign up for shiPs via Signup Genius using the link provided in 
staffing related emails sent out to all members or going directly to 
SignupGenius.com and searching for PiVsboro Gallery of Arts. 
     

5. Typically, only one member will work each shiP Tuesday to Saturday.  Two 
members may be needed to staff a single shiP, however, on first Sundays 
and possibly Saturdays around holiday >mes. 

6. Only the member(s) staffing the gallery may handle sales and financial 
transac>ons. 

7. If help is needed to cover an assigned shiP, members can choose to: 
a. Switch shiPs with another member and update SignupGenius to 

reflect changes; 
b. Pay a trained, approved salesperson (names and contact informa>on 

in gallery’s opera;ons binder at sales desk) to cover and arrange to 
pay them $12 per hour; or   

c. Train one family member to provide needed coverage. 

NOTE: No more than 50% of a member’s required shi4 allotment annually 
can be covered by another person (paid approved salesperson and/or family 
member coverage combined.)  Members themselves must work at least 50% 
of their required shi4s.  

8. If a health-related situa>on should arise where a member is unable to cover 
their PGA responsibili>es, the member may in wri;ng a request to the 
Board of Directors explaining the situa>on and reques>ng considera>on for 
alternate coverage of their gallery staffing and/or commiVee commitments 
(e.g., if they require more than 50% coverage by a paid salesperson).  The 
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Board will carefully consider each request keeping in mind whether there 
are sufficient members to cover gallery shiPs in the member’s absence.  
This policy also applies to non-sales hours member volunteer commitments 
(e.g., commiVees.)  

Commi#ees 
1. Each PGA member is required to volunteer at least 20 hours on a commiVee 

annually to further the work of the collec>ve, as your commiVee requires 
(which will be 1-2 hours most months, with some commiVees having 
heavier needs during parts of the year than others).  This is in addi>on to 
their gallery sales staffing requirement.  

2. Each commiVee will have a Board liaison and a commiVee comprised of 2-8 
members. 

3. There are 5 main PGA commi#ees.  Current Board liaisons and the purpose 
of each commiVee is described below: 

Cura;ng – To organize calls for, collect, and facilitate display of all 
artwork in the gallery, giving equitable space and priority to all 
members’ artworks.  Board liaison: Theresa Arico/919-402-6818 

Maintenance – To oversee all aspects of interior maintenance and 
minor improvements to the gallery space.  Board liaison: Beth Bale/
919-323-6146 

Marke;ng – To adver>se PGA and create media to promote the 
gallery and its changing exhibi>ons.  Board liaisons:  
Stan Cheren/919-942-9493, Debbie Englund/919-357-5980 

Staffing – To manage scheduling of all member shiPs in the gallery 
and provide/ensure members and proxies are trained in the use of 
necessary equipment and up-to-date with day to day gallery 
opera>ons.  Board Liaison: Cat Mahin/919-537-8465 

 3
9PiVsboro Gallery of Arts  Revised 9/19/20



Finance – To assist the Treasurer in maintaining financial records and 
handling financial transac>ons.   
Board Liaison: Rita Baldwin/919-542-6076 

4. Addi>onal subcommiVees may arise as needed and are addi>onal avenues 
for members to fulfill their non-sales hours member volunteer 
requirements.  Currently, there is a Point of Sales (POS) commiVee in place 
working in collabora>on with Staffing and Finance.  Future subcommiVees 
may include: Events, Consignment and others that may be deemed 
appropriate. 

Artwork Prepara;on, Labeling and Display 
1. All artwork will be organized for display in the gallery by the cura>ng 

commiVee. 

2. Each PGA member may bring 2-D works to fill approximately 8’ x 10’ wall 
space and 3-D works to fill approximately 10’ x 10’ floor space.  Both of 
these measurements are to include empty space for proper aesthe>c 
display.  The cura>ng commiVee will send out a specific call for artwork to 
all members prior to each show.  The gallery looks to change shows out 
every 2-3 months. 

3. Artwork must be in the media in which a member was juried.  A member 
may submit in wri;ng a request to the Board of Directors to jury addi>onal 
new media.   

4. When delivering artwork to the gallery, each piece must be labeled with 
member name, >tle, and price, on a label securely aVached to artwork on 
the back of each piece.  Very small items such as jewelry should have a 
hanging tag with this informa>on.   

5. The cura>ng commiVee has the right to request artworks be remedied by a 
member if there are any concerns about stability, labeling, or media 
represented.  A member may submit in wri;ng any concerns about cura>ng 
commiVee decisions to the Board of Directors.  
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6. Members must keep an accurate inventory of all their pieces in the gallery, 
and submit an updated inventory electronically at the start of each new 
show, which will happen every 2-3 months, for cross-reference with 
cura>on commiVee records. 

Payment of Gallery Rent and Commission 
1. Rent payments are due to the gallery by the 1st of each month in the 

amount of $100 per PGA member.  Due to delays in mail delivery as of late, 
please have your payment to the PGA post box by the 25th of each month. 

PiVsboro Gallery of Arts 
P.O. Box 1784 
PiVsboro, NC  27312 

2. Late rent payments will be subject to a 10% late fee if paid aMer the 5th of 
the month. 

3. If a member prefers to pay rent electronically or set up auto bill pay at their 
bank, please contact PGA Treasurer Rita Baldwin by phone (919-542-6076) 
to get the necessary banking informa>on.  

4. Checks for all member sales will be mailed to members by the 10th of each 
month minus 12% commission taken by gallery as outlined in the PGA 
member agreement each member has signed. 

Member Mee;ngs 
1. A PGA members’ mee>ng will be held the first Wednesday of every month 

at 7pm.  All members mee>ngs will be held as agreed upon either in person 
at the gallery or electronically via ZOOM.   

2. Members are expected to aVend all mee>ngs. 
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3. Non-aVendance at 4 or more monthly mee>ngs in a 12-month period may 
result in termina>on of membership, as determined by the Board of 
Directors and whether there are extenua>ng circumstances that have 
already been shared in wri;ng with the Board. 

4. Member mee>ngs will be announced at least 15 days prior to date of 
mee>ng, or will otherwise be non-mandatory. 

Gallery Opera;ons 
Lock Box 

1. Each PGA member will be provided the code for the front door lock box 
during their ini>al Point of Sale training and is responsible for securely 
maintaining this code.  Each member is to keep this code private to 
themselves and not give out or allow access to anyone unless they are a 
fellow PGA member or one of our approved salespeople. 

2. To open/close the front door lock box: 
a. Slide the “clear” lever downward and depress each number. 
b. Slide the upper “open” lever downward while also pulling outward on 

the inner part of the box.  This will slide the key box out.   
c. The key is aVached to the piece of the box with the buVons on the 

outside and you will use the key, then repeat this process for 
returning the key and buVon sec>on to the outer box that is secured 
to the brick.   

d. You must repeat the depressing of the code in order to slide the 
“open” lever again to secure the key and buVon sec>on into the 
outer box.  Press “clear” again. 

Opening/Closing 
3. Gallery is to be opened by the scheduled member/salesperson 15 minutes 

prior to opening >me in order to prepare the gallery for customers, check 
the condi>on of the restrooms and refresh the member’s recollec>on of 
sales procedures.  Members can reference the opera;ons binder at the 
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sales desk which includes gallery procedures, point-of-sale processes and all 
gallery sales ac>vi>es.  The gallery is to be closed no earlier than designated 
closing >me.  Excep>ons to this are severe inclement weather, personal 
emergency or another type of unforeseen emergency situa>on.   

4. If on the day of a scheduled gallery shiP, a member/salesperson is not able 
to open the gallery on >me, needs to leave in the middle of a shiP, and/or 
needs to close the gallery needs for whatever reason, every effort is to be 
made by the member/salesperson to contact the staffing commi_ee board 
liaison, (Cat Mahin) to report the situa>on and allow for gallery coverage if 
reasonable. 

5. Upon arrival, member/salesperson should complete the following tasks: 
a. Turn on the lights to the right of the front door and the lights located 

on two sets of switches to the right and the leP of the back door to 
the gallery.  Keep lights on during business hours.  The 3 overhead 
security lights (switch is labeled) throughout the gallery should be 
automa>cally on upon entry and exit, so a member should not have 
to enter or exit in the dark. 

b. Sweep through the gallery to be sure everything is in order. 
c. Be sure back door is locked.  Members will enter and exit through the 

front door, though a member may go out the back door (but it will 
lock behind and the key in the box will not open this door).   

d. The key opens the front door and the interior back door to the 
gallery, but not the metal door leading out to the back parking lot.  
Make sure to unlock and/or prop open (with door stops) any back 
door that is exited otherwise doors will lock behind and going around 
to the front of the gallery will be necessary to reenter.  

e. Check bathrooms for cleanliness and supplies and refresh/restock as 
needed. 

f. Tidy/wipe down the checkout space as needed and follow procedures 
in opera>ons binder to open up point-of-sale system (Square) and get 
set for sales. 
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g. Check the staff communica>on notebook for messages or needs for 
today’s shiP. 

First two tasks above should also be conducted as needed during a given 
shiP.  Cleaning and bathroom supplies are located in the women’s restroom 
and brooms and mops in the electrical closet to the right of the men’s 
restroom.  Please leave a note on the gallery maintenance service request 
sheet found in the opera>ons binder if any supplies are running low or if 
you no>ce anything that needs aVen>on in the physical space of the gallery.  

6. Upon closing, member/salesperson should complete the following tasks:  
a. Lock the front door. 
b. Tidy/wipe down the checkout space as needed and follow procedures 

in the opera>ons binder for handling of cash and checks and closing 
down square.   

c. Check bathrooms for cleanliness and supplies and refresh/restock as 
needed. 

d. Turn off all lights except the switch labeled “security lights, leave on”. 
e. Double check back gallery door is locked before you exit from front 

door and lock it behind you.  

Membership 
1. Ac>ve members may not have ongoing representa>on by other art 

venues in PiVsboro or within 10 miles of the gallery. Restric>ons do not 
apply to temporary exhibits or par>cipa>on in public events by 
individual members or groups that occur in other types of venues. 

2. A member may offer to cover an expense or provide materials or labor 
as giP to gallery. 

3. Members agree to maintaining membership for at least one year aPer 
joining PGA.  No refunds of PGA ownership “stock” are provided to 
members leaving the gallery. 

Damage to Artwork 
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Members display at own risk. Gallery insurance is liability only. Gallery will 
not be held liable for loss or damage. 

COVID-19 Policy 
Un>l further no>ce by the Board of Directors and under guidance by the 
CDC, the following ac>ons are required by members of PGA: 
1.  Mask to be worn by each member the en>rety of the >me they are in 

the gallery (with the excep>on of brief meals and when drinking, which 
will be paused when anyone is in the gallery and mask returned to the 
face). 

2. Masks must cover the mouth and nose.  (Research shows that the nasal 
passages carry a higher viral load than the oral passages.  Not covering 
the nose negates the effec>veness of the mask.)  The simple surgical 
masks that are widely available now stay over the nose beVer than many 
of the cloth masks.  If yours tends to drop below your nose when you 
talk, please choose a different style mask.   

3. Please sani>ze your hands with alcohol based gel upon entering the 
gallery.  Encourage customers to do the same.  Wash your hands 
thoroughly with soap and water aPer each trip to the restroom and aPer 
ea>ng.  Keep soap and hand sani>zer containers stocked. 

4. Clean surfaces with an>microbial cleaner (such as Lysol) at the start of 
your shiP, end of your shiP and aPer you no>ce customers handling 
surfaces when possible. 

5. Surgical masks are available in the gallery for anyone entering who does 
not have a mask.  These are single-use and they are for the customer to 
keep. 

6. It is at your own discre>on if you would like to wear protec>ve eyewear 
or a face shield in the gallery.   

7. It is your responsibility to do your own health check prior to your shiP.  
Do not come to the gallery is you have symptoms of COVID-19:  
persistent diarrhea, unexplained muscle aches, persistent cough, fever, 
persistent abdominal pain, sore throat.  Report your symptoms to the 
staffing liaison as soon as possible and try to find a replacement for your 
shiP. 
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8. Keep the health safety sta>on at the front door, with hand sani>zer, 2 
masks in Ziploc bags, alcohol wipes, and the sign explaining their 
requirement and use. 

*This document will be the ac9ve Policies and Procedures protocol for PGA un9l modified 
by the board of directors or membership vote, at which 9me the date will indicate which 
is the more current version.   
September 19, 2020
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