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STANDING OPERATING PROCEDURE
FOR ARTS AND CRAFTS CENTER UNDER THE DIRECTORATE OF FAMILY, MORALE, WELFARE AND RECREATION (DFMWR)

SUBJECT: Self Framing Standing Operating Procedures (SOP)


1. PURPOSE: This SOP establishes policies and procedures for the use of the Framing Area. 

2. APPLICABILITY: This SOP applies to all patrons in accordance with the Arts & Crafts Center, Community Recreation Division.

3. GENERAL:

a) Processes provided for Framing Classes.

b) Processes provided for the use of Self Framing area for all patrons.


4. FRAMING CLASSES:


a) Patrons wishing to use the framing area must be at least 16 years of age and will be required to take a framing class and hold a valid DA3031 with an issued date no more than 3 years prior to the current date. Patrons that have received a valid DA3031 from another installation will be required to take a framing class for training on the equipment in the shop; they will receive this class free of charge. Patrons with an expired DA3031 will be required to take a refresher framing class to demonstrate understanding of the framing equipment and framing process to receive a new DA3031. 
 

b) Patrons taking the framing class are required to bring an 8x10 item or equivalent when they arrive for class, items larger than 8.5x11 will not be allowed for the class. Patrons must wear close toe shoes while using the framing area, patrons that arrive without the proper footwear will be denied access to use the area. 

c) Patrons that wish to use specialty items during the framing class such as specialty matboard, frame or Plexi glass will result in additional charges to the cost of the framing class. 


5. SELF FRAMING FOR PATRONS:

a) Patrons wishing to use the self-framing area may do so if they are at least 16 years of age, wearing appropriate footwear and hold a valid DA3031. Patrons’ self-framing must always wear close toe shoes in the framing area. Anyone without proper footwear will be denied access to the framing area. 

b) Self-framing is encouraged to be scheduled by appointment Tuesday, Wednesday, or Friday. Self-framing classes will be held every Thursday at 1000 and 1300; should there be no attendees for the framing classes self-framing is available to patrons. Patrons make a reservation for a framing class or self-framing time will forfeit their appointment should they arrive more than 15 minutes after the scheduled time. 

c) Clean up must be completed 30 minutes prior to close: 1630 Tuesday, Wednesday and Friday. Patrons’ self-framing will be charged for all items used to complete their frame as well as an hourly self-framing fee for use of the facility. Hourly fees will be charged at a rate of $10.00 for the first hour and $2.00 per hour for each additional hour spent using the facility. 


d) Patrons that are self-framing must obtain staff assistance to cut any mats on the electronic mat cutter or to cut glass. Patrons needing matboard or glass cut must have all dimensions ready to provide staff prior to requesting assistance. Patrons found not following safety rules, intentionally using any framing equipment incorrectly, or not following rules IAW DFMWR or the Arts and Crafts Center are subject to refusal for future use of the framing area.  

e) Uncompleted frames are to be left in a designated self-framing location with a label clearly showing a last name, valid phone number and date of last use. All items left for more than 30 days will become property of the Arts and Crafts Center and will be disposed of at the discretion of the Arts and Crafts staff. 

f) No items will be permitted to leave the facility unpaid; all items used to include, damaged items, items cut to incorrect measurements, or special ordered items will be properly accounted for on the self-framer worksheet and entered the final total of the self-framing receipt. Patrons found wasting materials or attempting to not pay for items that resulted in mistakes or damaged items will be subject to refusal of future use of the framing area.     

g) Patrons that require assistance resulting in 30 or more minutes will be charged an additional custom framing fee. 


6. This SOP will be reviewed one year from date of publication.
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