









	
 Home

	 Add Document
	 Sign In
	 Create An Account














[image: PDFKUL.COM]






































	
 Viewer

	
 Transcript













RIVERSIDE ARTS MARKET  Standard Operating Procedures 2018   



INTRODUCTION  Riverside Arts Market (RAM) is managed, operated and controlled by Riverside Avondale Preservation  Incorporated (RAP). In order to ensure the successful maintenance and growth of RAM as Northeast  Florida’s most unique venue for the arts, entertainment and community engagement, RAP has  established the following Standard Operating Procedures for RAM.   RAP is a private 501(c)3 nonprofit organization whose mission is to enhance and preserve the  architecture, history, cultural heritage and economic viability of the historic neighborhoods of Riverside  and Avondale.  Our Board of Directors, the Executive Director and the Managers have the final authority in interpreting  and enforcing these Standard Operating Procedures in a fair and equitable manner.  RAP reserves the right to make additions or deletions to these procedures when deemed necessary.  Participants will be notified of these changes.     



MARKET HOURS   ● ● ●



 



January - December, Saturdays, 10 a.m - 3 p.m., Rain or Shine   All participants must stay for the duration of operating hours.  Management has the right to change hours of operations. If hours change, producers will be  notified via email.   



WHO MAY APPLY   ● ● ● ● ● ● ●



● ●  



Artist: A person who practices any of the various creative arts.   Emerging Artist: A person that has a mentor (existing approved RAM Artist) and who practices  any of the various creative arts and participates no more than eight market days.   Food Artist: Prepares a food product on site that requires temperature control in compliance  with local and state codes.  Food Producer: Sells a food product produced off site in compliance with local and state  codes. Cottage Food Producers are not eligible to sell at RAM.   Merchant at the Market: Promotes and advertises goods and services, selling not permitted  at RAM.   Agricultural Producer: Produces a raw agricultural product, includes but not limited to  Ranchers, Beekeepers, Farmers and individuals practicing the art of agriculture.  Agricultural Producer Partner: Produces a raw agricultural product, includes but not limited  to Ranchers, Beekeepers, Farmers and individuals practicing the art of agriculture and allows  an existing approved Agricultural Producer to sell his/her product.   Nonprofit: An entity that the Internal Revenue Service has determined “tax exempt” and has  issued the entity a Letter of Determination.   Entertainment/service: Person(s) that wish to provide a entertainment/service to RAM.  



HOW TO APPLY 



Visit riversideartsmarket.com for applications. All producers and their products must be approved  prior to selling at the market. Management has the right to decline artists/producers at anytime.      



FEES    ● ● ● ● ● ● ● ● ● ● ●  



Non-refundable Application Fee: $30  Artists & Food Producers: $54 per booth except Booths 104, 300, 400, 500, 518, 600, 618,  700 and 718, those Booths are $60/market.  Emerging Artist: $10 Booth Fee/market, product is sold within your mentor’s booth at the  discretion of the mentor, Application Fee waived.  Food Artist: $120 Booth Fee/market, except booths F3-F6 which are $135/Booth/market  Merchants at Market: $100 Booth Fee/market  Agricultural Producer: $35 Booth Fee/market  Agricultural Producer Partner: $10 Booth Fee, product is sold within RAM Approved  Agricultural Producer’s booth, Application Fee waived.  Non Profit: $25 Booth Fee/market  Cancellation/No Show fee: $30, if producer cancels reservation less than 48 hours prior to  the market opening time or fails to notify RAM of cancellation.   Returned Check Fee: $25  Late Fee: $5/week for each week the invoice is not paid. 



ADMISSION TO RAM  



All participants must comply with all federal, state, local regulations, special statutes and ordinances  regarding public health, safety and welfare, including but not limited to, product labeling laws and  required licenses.   ● Applications are welcomed from January - November 15.   ● Completed applications are processed within 30 days of receipt.  ● 2017 Open Invoices (unpaid) must be paid in order for your 2018 Application to be considered.  ● All participants must comply with the Standard Operating Procedures.   ● Interested producers must complete the appropriate application. Applications are considered  incomplete until application fee (when applicable) is paid.   ● Each producer is responsible for applying each calendar year, even prior participants.   ● Manage My Market requires 2-3 photos of each type of product and 2 photos of booth set-up  (you may create a mock set-up) are required. Applications are incomplete without the required  photos.    ● The following is a guideline for products accepted to RAM:  ○ Paintings, photography, pottery, handmade accessories, jewelry, sculpture and mixed  media.  ○ Pieces must display a high level of originality and craftsmanship.   ○ Art (especially jewelry) must be significantly handmade and go beyond simple assembly  of readily available/pre made components.   ○ Product must be original and not assembled from kits, include licensed logos or  commercially available patterns.   ○ Food items, including premade items food created on site, and farm-raised produce.  “Cottage Food” is not permitted.  ○ Only approved items listed on your application can be offered for sale.   ○ If a participant is under the age of 18, an adult or guardian must be present.   ● Admission of any participant and product is at the reasonable discretion of RAP Management  and the Product Review Committee. Participant’s product history and participant’s history of  compliance with state, local government and market procedures are considered, along with:  



Participant/products’s history market participation. When practical, significant weight,  priority, and preference should be given to producers returning from previous seasons.  ○ The competitive availability of producers/product present within the market. If practical,  monopolies should be avoided.  ○ The type of relative quality of the product intended to be offered for sale by the  producer.  ○ Change of business ownership requires submission of a new application to RAM, which  will be processed as a new admission. The transfer or change of ownership does not  grant or guarantee the new owner the same admission or current stall booth  assignment as the previous owner.  ○ The number of unreserved spaces, other limitations and market policies affecting  producers/product admission. Admission of a product to be sold by a particular  producer may be conditioned by period of sale, location of sale, variety, quality and  other general or specific limitations.  Management reserves the right to remove displays or product as necessary.   Emerging Artist’s and Agricultural Producer’s product must be approved by Management and  identified by the producer selling at the point of sale.    Producers shall make their points of production available to management or RAM’s designated  inspector as required to verify producer’s production.  ○



● ● ●  



PAYMENT PROCESS  ●



● ● ●



● ●



●  



Invoices are sent out the 4th week of the month. Ex: December’s invoices are sent out the 4th  week of November. A producer may cancel booths without fees if the cancellation is received  prior to 12 p.m. on the first of the month in which the cancellation occurs.  Invoices for artists must be paid by the 1st of the month or a $5 late fee is due for each week  the payment is late, unless prior arrangements with management have been approved.    Agricultural Producers, Food Artists, and Food Producers have the option to pay the day of the  Market, each week at check-in. If payment is not paid on market day, a $5 late fee is due.   Payments may be made via:   ○ Manage My Market (PayPal)   ○ Cash  ○ Checks payable to RAM   ○ Acceptable forms of market day payment include cash or check only at check-in.   RAM is an all-weather market, booth payments are not refunded. In the case of Management  cancelling the market, a refund may be considered but not guaranteed.   Participants who fail to notify the Market Manager of a cancellation twice in a three (3) month  period or cancel a market twice in a 3-month period may permanently lose their reservation for  the remainder of the year.  If payments are not made in accordance with procedures, future reservations may be revoked.   



SETUP/CHECK-IN PROCESS   ● ● ●



Check-in is from 7:30-9:30 a.m. By 9:30 a.m., all producers must have checked in with  Management. Producers who arrive after 9:30 a.m. forfeit their booth space.   Producers may begin set up no earlier than 6 a.m. and no later than 9:30 a.m.   All vehicles must be out of the market by 9:45 a.m., unless prior arrangements have been  made, Traffic patterns must be followed while driving within the market, speed limit within the  market is 5 mph. Familiarize yourself with the traffic patterns of the market. Link to traffic map.  



●



Vehicles should be positioned as to allow another vehicle to pass and in as close as possible  to their space while unloading. Once the vehicle is parked offsite, booth setup may begin,  unless prior approval has been given. 



  BREAK DOWN  ● Producers do not break down until 3 p.m.  ● Vehicles are not permitted into RAM until management deems RAM safe for vehicles and  producer’s spaces are consolidated and ready to load.    ● Producers must follow traffic patterns. See map.  ● Restrooms close at 4 p.m.    PARKING  Free producer parking is available from 6 a.m. to 7 p.m. at:  ● The Black Knight/Fidelity lot adjacent to RAM.   ● Agricultural Producers will have parking spots assigned to them by management due to the  FDOT construction schedule.  



  BOOTH LOCATIONS/DISPLAYS  ● ● ● ●



● ●



● ● ● ● ●    



Most booth spaces are 12x12, but exhibits and tents may not be any larger than 10x10.   Landscaped areas adjacent to booths may not be used for display or storage unless approved  by management.  Producers are responsible for supplying their own setup, including but not limited to, a table  and chairs, tent, and extension cords.   All equipment and products must be secured to prevent them from injuring a person’s product  or the person. If using a tent, it must be secured to prevent it from damaging neighbor’s  product and causing injury to people. Tents are not required, but encouraged.   Any participants using open flames must have flame retardant tents, flame retardant side walls  (if used) and appropriate fire extinguishers.   Participant’s booth location and space size are assigned by management. Sellers must accept  the space assigned to them by management. In making any determination of the assigned  space, management considers the following:  ○ Market day needs.   ○ The maintenance of present and past consumer-producer relationships.  ○ Safety or unsanitary conditions.  ○ Unreasonable or outrageous conduct considered detrimental or prejudicial to the  purposes and interests of the market.  ○ Failure to attend a previously reserved market space without adequate prior notification.  Management reserves the right to change producer’s booth locations at anytime.   Electrical outlets are located throughout the area. Access is first come, first served.   RAM does not maintain the outlets and their working conditions cannot be guaranteed. Please  report non-operational electrical outlets to management.  Producers requiring electricity must supply their own extension cords. All cords must be used  in a safe manner and not present a safety hazard.   Generators, heaters, lit candles and incense are not permitted unless approved by  management.   



FOOD ARTISTS & FOOD PRODUCERS   ● Food Artists & Food Producers are required to submit their Certificate of Insurance for  Comprehensive General Liability with limits of $1,000,000.00 per occurrence and  $1,000,000.00 aggregates. The City of Jacksonville, 117 W. Duval Street, Suite 280,  Jacksonville, FL. 32202 and Riverside Avondale Preservation Inc., 2623 Herschel Street,  Jacksonville, Fl. 32204 shall be listed as additional insureds and provided with a ten day  cancellation notice.    ● Food Artists & Food Producers who prepare items offsite are required to submit their Food  Establishment Permit.  ● “Cottage Food” is not permitted.  ● Styrofoam utilized for food is not permitted.  ● All documentation must be uploaded into Manage My Market.    FLORIDA GROWN PRODUCERS   ● Agricultural Producers must have a Grower’s Permit unless located in a county that does not  issue them.   ● If plants are sold in soil, producers are required to have a nursery license.   ● You may obtain a certificate of inspection through the Department of Agriculture.   ● Agricultural Producers are permitted to sell raw agricultural products from an Agricultural  Producer Partner farm at RAM if agricultural producers are in compliance with all of the  following:   ● Agricultural Producer Partner completed an application, has been approved and provided RAM  with the following:   ○ Farm name, farm address and a phone number including the point of contact’s name.  ○ The raw agricultural product is grown within the state of Florida or within 150 miles from  RAM.  ○ Farm name and location (city/state) is posted at point of sale and next to the  commodity offered for sale.   ● All items offered for sale must be labeled according to the method by which they were grown  (ex., organic, pesticide-free, conventional).  ● All agricultural producers are subject to site inspections by management. Access to all  properties from which items are being sourced for sale at RAM is required, as well as any  processing or storage facilities.     COPY OF FLORIDA LAW   Failure to accurately and truthfully identify food items for sale, such as substituting tomatoes grown  out of the country as tomatoes from a nearby farm, is a violation of Florida law. Violators are subject to  fines of up to $1000 per occurrence, license suspension, or license revocation. DBPR sanitation and  safety inspectors actively enforce the following provisions of Florida law:    Chapter 509.292, F.S. – Misrepresenting food or food product; penalty, (1) An operator may not  knowingly and willfully misrepresent the identity of any food or food product to any of the patrons of  such establishment. The identity of food or a food product is misrepresented if: (a) The description of  the food or food product is false or misleading in any particular; (b) The food or food product is served,  sold, or distributed under the name of another food or food product; or (c) The food or food product  purports to be or is represented as a food or food product that does not conform to a definition of  identity and standard of quality if such definition of identity and standard of quality has been  established by custom and usage. Section 3-601.12, Food Code (2009) – Honestly Presented (A) Food 



shall be offered for human consumption in a way that does not mislead or misinform the consumer. (B)  Food or color additives, colored overwraps, or lights may not be used to misrepresent the true  appearance, color, or quality of a food. Consumers who wish to file a complaint against public food  service establishments engaged in misrepresentation, misbranding, or false or misleading presentation  of food or food products may do so via the Customer Contact Center at 850.487.1395 or at  www.myfloridalicense.com/dbpr/hr.    BEST MANAGEMENT PRACTICES  Any statement and/or action deemed to be offensive, abusive, or otherwise inappropriate to a  customer, market manager or staff, producer, RAP staff, sponsor, or any official from a city, county or  state agency conducting business within the Market parameters, will be considered a violation to  these market procedures and is subject to any or all disciplinary steps indicated in the Standard  Operating Procedures.  Any producer aggrieved by the decision and who has paid an application fee and has been approved  may appeal in writing by completing the Concern/Input Form.    ● Acceptable forms of payment. Eligible producers are required to accept RAP’s approved  methods of customer payment which includes, WIC coupons, SNAP/EBT script and RAM $5  Wooden Nickels. Producers accepting WIC Coupons and SNAP shall post visible signage at  the point of sale that identifies their acceptance of such currency.  ● All producers shall sell/market their products in an honest, conscientious and businesslike  manner.  ● Producers who sell out, must post a  “sold out” sign in highly visible area.  ● Participant attire is casual, requiring shoes, pants, and shirts.  ● Producers may bring pets only if:  ○ Pets have identification tags with owner’s information on collar.  ○ If pets are up-to-date on vaccinations/licensing.   ○ Are on a leash that is tied down or confined to a crate.   ○ Are well-behaved: biting, excessive barking or other noises will not be tolerated.   ○ All pet deposits are picked up and disposed of in the dumpster.  ● Cleanliness:  ○ Producers must keep booth space cleaned throughout the day and take the  trash to the dumpster.   ○ Boxes must be broken down prior to being placed in the dumpster.   ○ If booth is not clean after participant departure from market, RAM reserves the  right to charge a cost recovery fee for cleaning.   ● No radios can be played without approval from Management.   ● No amplified sound, unless approved by Management.   ● Hawking, barking or shouting is not permitted at RAM.   ● Samples are only permitted in producer’s booth space.   ● Producers may not walk around market with samples, flyers or businesses cards to promote  their product.   ● Disruptive action in the market is prohibited.  ● Smoking is not permitted in booth spaces during RAM hours. Smokers must go to the  perimeter of the market (ex. Riverwalk, driveway). Producers must wash hands after smoking.       VIOLATIONS 



Violations of policies may result in a fine, penalty or other disciplinary action. The severity of any  penalty or discipline imposed shall be directly related to the gravity or repetition of the violation. The  following disciplinary steps are issued by RAP. Severity of penalties will be dependent upon the nature  and intent of the offense and may follow in the order below:  ● An verbal warning  ● A written notice of violation  ● A written notice of violation with a $25.00 fine  ● A written notice of violation with a fine determined by violation  ● Market suspension/booth revocation of up to eighteen months  A participant is responsible for the actions of the participant’s representatives, employees or agents.  If possible and reasonable under the circumstances, a Manager must attempt to give adequate  warning and notice of consequential action prior to the actual action of removal or other disciplinary  action.  The Advisory Committee will review all disciplinary actions at regularly scheduled meeting.  Any producer removed or disciplined by the action of RAP may complete the Concern/Input Form if  requested.   



BOOTH REVOCATION  ●



● ●



Participants who fail to notify the Market Manager of a cancellation twice in a three (3) month  period or cancel a market twice in a 3-month period may permanently lose their reservation for  the remainder of the year.  If payments are not made in accordance with procedures future reservations may be revoked.    A violation of these Standard Operating Procedures may warrant booth revocation. 



  INDEMNIFICATION   ● All producers who agreed to abide by these Standard Operating Procedures also covenant  with RAP to the furthest extent permitted by law that RAP shall not be liable for damage or  liability of any kind or for any bodily injury to or death of persons or damage to property of the  producer or any other person, firm or entity, from any cause whatsoever, by reason of the  producer’s participation in any market operated by RAP. Further, producer will indemnify,  defend and hold harmless RAP from all liability whatsoever, on account of any such real or  claimed damage or injury and from all liens, claims and demands arising out of the producer’s  participation in any market.  ● If a producer challenges RAP in a court of law and the court finds in favor of RAP, said  producer agrees to pay all costs associated with the legal action. 



ACKNOWLEDGEMENT By signing this document, you agree to having read and agree to comply with the Standard Operating Procedures.



__________________________



__________________________



PARTICIPANT’S BUSINESS NAME



DATE



__________________________



___________________________



PARTICIPANT’S PRINTED NAME



PARTICIPANT’S SIGNATURE



Management must receive a signed copy from approved participants before attending RAM. The signed copy can be emailed to [email protected] or mailed to: Riverside Avondale Preservation 2623 Herschel Street Jacksonville, Fl 32204
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