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Important information. 
Welcome to the Kingston Potters' Guild. We hope you will find this booklet helpful 
in finding your way around the Guild. Please don't hesitate to ask questions. Our 
goal is to make your time at the Guild a positive, exciting and productive experience. 
 
The Kingston Potters Guild is a not for profit corporation, hereinafter referred to as the 
Guild. 
The purpose of the Guild shall be: 
a) to encourage the growth and development of ceramics as an art.  
b) to create and maintain a high standard of artistic expression and technical                   
         skill. 
c) to act as a medium for the exchange of ideas and technical information.                
d) to promote ceramic exhibitions and demonstrations. 
e) to showcase members’ work at twice yearly sales. 
f)  to do community service for other non profit organizations such as Martha’s Table by 
donating bowls for their major fund raising event, “Empty bowls”. 
  
The Kingston Potters Guild is a cooperative guild existing for the support and use of its 
members: to showcase their work at twice yearly sales; to arrange workshops for their 
instruction; and to do community outreach through teaching clay classes, or mounting 
displays at functions such as An Affair with the Arts, and other venues. 
 
General Meetings are held at 7 PM on the third Wednesday of every month, except June, 
July, and August. Should a meeting be cancelled for any reason, the contact person will 
try to inform members, but, as it is not always possible to reach everyone in time, please 
use your judgment in inclement winter weather. 
 
The Annual General Meeting is held in April of each year and is the time to elect or re-
elect members to fill the positions of the Executive.  
 
All members are required to actively participate in the functioning of the Guild.  
Members are encouraged to serve on a committee or stand for an executive position. The 
time commitment is usually only a few hours per month on an as-needed, or when-in-
studio basis.  
 
Members are expected to adhere to the rules contained in this handbook; rules which 
have been developed over time to assist in the safe and smooth functioning of the Guild 
for the enjoyment of all. It is required of members that they treat Guild property, and 
other potters’ work, as carefully as if it were their own, and leave equipment and work 
surfaces in a clean, safe condition for others who come in after them. In this way it is 
hoped all members may enjoy their time spent at the Kingston Potters Guild. 
 
A potter must be a member of the Guild for six months before participating in 
Guild Sales. 
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CURRENT KPG EXECUTIVE 
 
POSITION     NAME  PHONE EMAIL 
 
 
President     Delvalle   542-4222  delvalle@kingston.net 
Vice-President     Pam Stuart   548-4869  pamstuart@cogeco.ca 
Recording Secretary     June Lang   384 8502  junelang_1@sympatico.ca 
Treasurer      Janet Heath   384-2008  jc.heath@cogeco.ca 
Education Coordinator   Linda Abbott  549-3546     linda.potteryclasses@gmail.com 
Studio Supervisor     Jackie Jamieson 549-6395         jackiej56@cogeco.ca 
Gas Kiln Coordinator     Ineke Quartel  544 1627  inekeq@sympatico.ca 
Electric Kiln Coordinator Pat VanNiedek  548-4776  patvan888@yahoo.ca 
Publicity Coordinator    Shelagh Mirski,  384-5545  selm@post.queensu.ca 
Membership Secretary   Marcia Shannon,  547-9507  marciaspath@cogeco.ca 
Materials Coordinator    Eithne Balme  382-8640  eithne.balme@gmail.com 
Librarian      Kathleen Girard  542-3305  kpgirard@sympatico.ca 
Newsletter Acting,     Ineke Quartel  544 1627  inekeq@sympatico.ca 
Past President     Amanda Scott  389-1654  pottermom@hotmail.com 
 
Non-Executive Positions 
Website Manager Linda Williams 377-1032 lindaw@person.ca 
Studio Technician  Dan Wainman   546-2820  DSW@post.Queensu.ca 
Tett Liaison Rep. Patty Petkovich  384-7883  mpetkovich25@cogeco.ca 
Workshops   Linda Williams 377-1032 lindaw@person.ca 
Class Coordinator vacant 
Sales Convenor Pat VanNidek  548-4776 patvan888@yahoo.ca 
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STUDIO 
a.  Rules and Procedures 
1. Work clothes are to be hung on the designated hooks between the studio and the 
kitchen. Outdoor clothing may be left in the kitchen. When you leave the Guild for an 
extended period or permanently, please take your work clothes with you or they will be 
disposed of during spring cleanup. 
2. Studio equipment must remain in the studio. No equipment is to be removed from the 
Guild at any time unless for Guild purposes authorized by the Executive. 
3. There are separate canvasses for the slab roller marked for red and white clays. Please 
use the appropriate one. Your effort to keep the canvas clean is appreciated by all who 
use the roller and is considered common courtesy. Clay must not be cut on the slab roller. 
4. Wedging slabs are also clearly marked for white and red clays. 
5. Guild batts are for class members only. All other Guild members are required to 
provide their own batts. 
6. Aisles are to be kept clear at all times for general safety. Studio members may keep a 
maximum of 2-3 boxes of clay in the Guild storage room at any one time. 
7.  Cubbies must be emptied of all contents when a Studio Membership is terminated, i.e. 
when a class finishes and the student does not wish to continue with studio privileges. 
7. Pots may remain in the drying cupboard for a maximum of 2-3 days. Dry pots are to be 
taken to the kiln room. Studio space is at a premium. Please do not touch another 
worker’s pots. 
8. If you are the last one to leave, please check to make sure that all doors are securely 
locked. 
Spray Booth and Extruder Both the spray booth and the extruder are only to be used by 
those who have been trained by a qualified member, or have participated and completed 
our kiln or extruder workshops. 
Glaze Room No more than five glaze buckets per active member. (Members who have 
used the glaze room within the past six months.) All non active members must store their 
glazes somewhere else. Don’t forget to turn off the wax pan when finished with it. 
Pug Mill The pug mill is not for general use. 
 
.Watch the studio bulletin boards for fees, schedules, workshops and other notices. 
   

b. Studio Cleanup 
Guild members and students working in the studio are asked to keep both it and the 
kitchen area as clean as possible. A cleaning roster is on the studio bulletin board. Those 
using the studio are expected to take a turn with cleanup so please sign on. 
1. Always use a damp or wet sponge, mop or the wet vac in cleaning up.  Silica and other 
dusts are a health hazard so do everything you can to avoid stirring up the dust.  
Sweeping is not recommended. 
2. After use, all working surfaces must be cleared and wiped clean with a wet sponge or 
mop. Be sure to put away all your tools and materials so that others have a clean and tidy 
area to work in after you are gone. 
3. Wheels must be wiped clean after use and special attention paid to cleaning up the slop 
or trimmings from the floor around and under the wheels. 
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4. Ceramic products and materials can be handled very safely if we keep in mind that 
materials should not be ingested, or dust inhaled. Always wash hands thoroughly when 
you are through, even after removing gloves. Do not smoke, eat or drink when working 
with potentially hazardous ceramic materials. 
5. Guild tools, water buckets, glazing buckets, sieves, etc. are to be thoroughly cleaned 
after use and replaced neatly in their respective storage areas. 
6. Plaster moulds are to be washed clean after recycled clay is removed.  Please note that 
there are separate moulds for red and white clays.  Using the appropriate mould is a 
courtesy which prevents other potters’ clay from being discoloured. 
7. When finished working in the studio, glaze room, or kiln room, take a look around and 
be sure that you have left all working areas (including the floor) cleaner than you found 
them. It is very disturbing and unfair for the next member to have to clean up after you. 

 
KILNS 
a. Rules for use of Electric Kilns 
1. Electric Kilns may be fired only by those members who have passed their approved 
apprenticeship. This is for safety and general ease of operation among kiln users. 
2. To become approved for firing alone, a beginning member must apprentice under a 
member already authorized to use the kilns. An updated list of those you may contact to 
fire with is posted on the electric kiln room wall to the right of the door. 
3. Six supervised firings (at least three bisque and three glaze) are the minimum before 
you may apply to the Kiln Master to be authorized to fire alone. This number includes 
supervised Class firings, as well as firings completed in the Kiln/Firing Course. 
Supervised firings are to be noted in the “Apprentice Firing” log book, dated and initialed 
by the supervisor. An apprentice member must be involved in all aspects of every firing 
he or she has signed off in the log book.  
4. A new Guild member with previous firing experience, using similar kilns, may apply 
to the Kiln Master for authorization without apprenticing but must fire at least one glaze 
firing under supervision first. 
5. Any newly authorized member will still be expected to have another authorized 
member on call for help with difficulties for at least six more firings. 
6. Kilns must be booked ahead of the firing date. 
7. A booking consists of a 48-hour period from 6 PM the evening before the firing to 6 
PM the evening after the firing. Mark your name on the middle day, (the day you will be 
firing), on the kiln calendar. 
8. At least six weeks before each Guild Sale the Kiln Supervisor will bring a calendar to 
the General Meeting, and all Kiln Members who need use of the kilns will be allotted 
times. 
9. Electric kilns may not be fired above Cone 7. This is to preserve elements. 
10. Kilns may not be left unattended the final hour of firing. 
11. Please notify the supply room when there are fewer than a dozen cones of any type 
left in a box. 
12. All pot bottoms MUST be free of glaze before loading.  Fire with bisqued tiles under 
test glaze pieces when possible. 
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13. Check kiln shelves after use and scrape, sand and apply kiln wash as needed. For 
severe drips, the grinding tool may be required. Be sure to do this outside and wear a 
mask and safety goggles. If a shelf is damaged beyond normal repair, the user is 
obligated to replace or pay for replacement of the shelf. 
14. Any Guild member who uses the kilns is required to help with maintenance of the 
shelves, which includes helping with grinding and applying new kiln wash to shelves at 
least twice yearly. This is in addition to cleaning up your own spills and splatters.  If you 
use the kiln you help clean all the shelves.  
15. Vacuum kilns after each use, especially removing any silica sand when used. 
16. Use the moving shelf unit ONLY for pots about to be loaded into the kilns. Other 
shelves are provided for drying and finished pots. 
17. Concerns about equipment malfunctions must be reported promptly to the Kiln 
Master. 
18. Each firing must be recorded in the logbook for that kiln. This information can 
be very helpful for subsequent firings if it is complete and accurate. Include the number 
of each shelf used. 
19. The square posts in the red shelves are to be used in the Shimpo I kiln only. 
20. For safety reasons, the kiln room door must be latched at all times if you are not in 
the room. 
21. NEVER run fingers or hands over kiln shelves. Use the brush or scraping stone. 
 

b. Other Kiln Use Information 
Firing fees are written inside the logbook for each kiln. Kiln fees will be posted every 2 
to 3 months and should be paid promptly. All outstanding fees must be paid before a 
potter will be allowed to participate in the Guild Sale. 
 
1. Insulating gloves should be worn when handling a kiln after the venting period, as the 
handle will be hot. Never touch the outside of a kiln (other than the control panel) when it 
is turned on. The kiln surface temperature may be very hot. 
2. Dark-shaded glasses from a safety supply house (shade number 1.7 – 3.0) are 
recommended when looking into kiln peepholes. You will find a pair in the kiln room. 
Normal sunglasses are inadequate for this purpose. Using proper glasses not only helps 
protect your eyes from the radiating heat but also allows you to see witness cones more 
clearly. 
3. Kilns have been installed in accordance with local electrical and fire safety codes as 
well as manufacturers suggested installation instructions. Nobody should be altering or 
playing with the kilns’ electrical connections without prior approval from the KPG Kiln 
Coordinator.  It is possible to receive a shock or be burned if you misuse or abuse the 
kilns. Do not plug in or unplug the kiln unless the circuit is off. Always unplug the kiln 
while making any repairs. 
4. Do not operate the kilns if there is or has been any evidence of water damage or 
leaking within the immediate areas surrounding the kilns. 
5. Turn all switches to OFF before loading or unloading a kiln.   
6. Do not leave papers or combustibles around the kiln, or place objects on the kiln while 
firing. 
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7.Ensure ventilation system or fan is operating while kilns are firing to safely eliminate 
unnecessary exposure to fumes. 
8. Do not try to unload the kiln until the outside of the kiln is cool to the touch and the 
pieces can be easily touched with a gloved hand.  Removing hot pieces presents risks of 
burns or fires or crazing of glazed surfaces. 
9. When unloading a kiln, be careful of the stilt marks if you have used pin stilts on 
glazed ceramic pieces. They can be sharp and should be smoothed as soon as possible 
with a grinding wheel, stone or Dremel tool.  Be sure to wear safety glasses whenever 
you use a grinding tool. 
10. Proper firing of food-safe glazes is critical. Pyrometric witness cones should be used 
on the kiln shelves to ensure your pieces have been fired high enough, even if the kiln is 
electronically controlled or has an automatic kiln sitter. Always fire in accordance with 
glaze instructions. If crazed or under fired, these glazes may not be food safe. 
 

c. Rules for use of Reduction Kiln 
The Reduction Kiln Group operates with the same house rules as the rest of the Kingston 
Potters Guild. 
 
Reduction Group members follow an apprenticeship as outlined below: 
1. The applicant must be a member in good standing with Guild. This must include a full 
Studio Membership, or a Kiln/Glaze Membership. 
2. The KPG member wishing to join the Reduction Group will submit an application to 
the Reduction Group Committee. 
3.  The potential apprentice must be well-experienced in oxidization firing, be qualified 
to fire the electric kilns alone, and have completed at least six glaze oxidization firings on 
his or her own. 
4. The apprentice should not plan to occupy more than two kiln shelves per firing unless 
fire master makes an exception. 
5. The apprentice may not book a firing. 
6. The training period will be at least seven firings. 
7. At the end of the training period the Reduction Group Committee will review the 
apprentice’s capability and decide whether the apprentice qualifies as an authorized fire 
master. If the Reduction Group Committee thinks the apprentice is not ready, she/he may 
extend the training period as necessary. 
In the interest of safety: 
1. It is mandatory that at least two persons participate in each firing of the kiln, one of 
whom is a Fire Master. 
2. Under no circumstances during the firing process is the kiln to be left unattended, i.e. 
someone must be on the property at all times to regularly check the kiln. 
3. The kiln must be vacuumed before each firing. 
4. Untried glazes must be tested on the insides of pots only. 
5. Immediately after firing, shelving must be cleaned and kiln washed as necessary. 
6. Members are responsible for promptly reporting any damage to the kiln, its furniture       
or other equipment to the Reduction Kiln Committee Supervisor. 
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7. At least eight weeks before each Guild Sale, the Supervisor will arrange a meeting of 
reduction kiln users to set up the firing schedule to ensure equality and fair use of the 
kiln. 
8, Each Reduction Group member will be permitted a maximum of ten full firings, or the 
equivalent, per year. 

 
SUPPLY ROOM 
The supply room sells basic glaze materials, tools and clay for sale to Guild members 
only.  
Three or four times a year (as determined by the Supply / Materials Coordinator) a large 
bulk order will be placed with Pottery Supply House. Guild members will be notified in 
advance of these orders and may submit individual orders for larger amounts through the 
supply room. 
 
The clay in stock is intended for use mainly by beginners and other new members. We 
ask that experienced members who wish to have larger amounts of clay or different types 
of clay, submit orders to be included with the large orders.  
Members placing orders for large amounts of clay or other supplies must be to be 
present, or have a proxy present, on the day of delivery to help with the unloading of 
delivery vehicle. Please remove your clay and supplies promptly, upon verification from 
the Supply Coordinator and the delivery packing slips, from the Studio/Guild facilities as 
storage space is very limited. 
Throughout the year members may place small orders by leaving a completed order form 
and cheque it in the wall pocket in the kitchen to the left of the counter. Specific 
instructions are posted in this area, along with the order forms. There is a limit of three 
kilograms of any one glaze material per order, and 500 grams of any oxide. Orders will 
be filled on a weekly basis by the individual committee member named on the calendar 
for each specific week. This person will complete your order and place items ready for 
pickup behind the door in the storage room to the left of the Tett Centre’s front doors.  
Please be patient. 
 
The Supply room is open for business from 6:30pm to 7:00 pm before the general 
meeting on the third Wednesday of each month (Excluding June July and August). 
 
Annual receipts for income tax purposes are available in January to anyone who requests 
one.  
 

LIBRARY 
The Guild maintains a library of books, videos/DVDs and periodicals, which cover most 
aspects of the making of pottery. Books are added to the collection from time to time, 
often at the request of a member. The books and videos circulate among the members. 
The Guild subscribes to several journals. The collection of books is kept in a locked 
cupboard and the journals are freely accessible but do not circulate. 
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The library is open once a month at the time of the monthly meeting. Other times may be 
arranged by appointment with Librarian or Guild member who holds the key. Names and 
contact information for these people will be posted above the library case. 
 
Specifics on how to check out books, Videos and DVDs are posted in the library area of 
the Guild kitchen. Basically, leave one card in the file box and return that card to the 
book before dropping the book in the “return” box. There is no specific “due back” 
policy, but in fairness to other Guild members, materials checked out of the library 
should be kept no longer than 2 weeks. 
 
 

PUBLICITY 
In the past, publicity has been handled mostly by the Publicity Coordinator (a member of 
the Executive). This person makes sure that we have photographic images of our work, 
writes the ads and places them with local media, arranges for the design of the postcard 
and poster (in years that we have one), and arranges for the printing. A more detailed 
description of the Publicity Coordinator position is available in the Executive Handbook. 
Leading up to sale times there is a need for volunteers to maintain our mailing list of 
customers, to print address labels for postcards, and to stick the labels and stamps on the 
cards and to mail them. Photographs are often taken the night of sale set-up. A significant 
amount of money can be saved by doing our own poster design work rather than getting a 
professional to do it. We would like to enhance our publicity, perhaps by changes to the 
Guild website and by making more effort publicize our classes. Volunteers for these tasks 
and ideas are welcome. Contact the Publicity Coordinator. 
 
 

KPG PUBLIC SALES AND SHOWS 
KPG potters must be members of the Guild for a minimum of six months before 
participation in Guild Sales is permitted. Members who have been actively participating 
in the functioning and day-to-day operations of the Guild will be charged a lower 
percentage than those who have not contributed to this end. The percentage will be 
decided at the time of setting the budget each year. 
A potter wishing to enter the sale for the first time must submit at least 7 pots to the Sales 
Convenor. A committee will jury your work and decide on your acceptance into the sale. 
All pots brought to the sale will be quality checked. 
  
Specific rules and standards guidelines will be given to Guild Sales participants by the 
Sale Convenor. 

 
 
 
THANK YOU to the following for the making and publication of this handbook: 
Cindy and Darryl Lentz 
Patty Petkovich 
Mary Shumate 
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