ART SOCIETY OF INVERNESS
GUIDELINES
FOR ORGANISOR OF
 CLASSES
	BACKGROUND
The society organises classes for its members which are led by an experienced tutor. Regular classes are held in the evening for more experienced artists. Other classes are held for beginners and for developing artists..
Classes for experienced artists are held in WASPS and are tutored by Jonathan Sheerer.
Depending on demand, these can be on both Wednesday and Thursday evenings.
Beginners’ classes are currently held at Killearnan and are tutored either by Michelle Knight or Marina Gjertson on a Monday or Tuesday.
The organiser is responsible  for liaising with the tutor and ensuring the sessions run smoothly. 
Classes are generally organised in 6 week blocks for which students pay a fee in advance.
Our tutor is paid for running the classes by the treasurer.




	
	The organiser of classes is ELAINE.

	


	
	The organiser confirms the availability of the tutor and arrange classroom accommodation and generally acts as liaison between the society, the tutor, the venue and the participants. They make sure that all parties are kept up to date with the arrangements. 

	

	
	The organiser should nominate assistants who are kept up to date with the arrangements and can, in an emergency, step in and take over if the organiser becomes incapacitated.

	

	
	Book classroom accommodation. 

	

	
	Agree with the tutor the minimum and maximum number of students permitted in each class. (normally 8-12).

	

	
	The tutor should prepare a register sheet for each session of classes.
This should capture each student’s name; phone number; email address; the number of classes attended and amount paid.

	

	
	The tutor should confirm that all registered students have paid the appropriate fee by checking fees paid on Google Sheets.
Students need to book for the full session of classes- or, if joining late, to pay for attending all remaining classes in the session.

	

	
	Maintain a waiting list if a class is oversubscribed.

	

	
	All fees should be paid direct to our bank account;
Account name: ASI
Sort code:80-06-35
Account number: 00121261
With a descriptive narrative describing the course.(which will be notified by the class organiser)

An email should also be sent by the student to the organiser advising them that the fee has been paid.

	

	
	Liaise with the tutor and find out what information they want relayed to students – subject matter of the classes; materials; timings etc.
Email students with the relevant information.

	

	
	Obtain occasional feedback from the tutors on the arrangements (and students).
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