
 
HANDBOOK 

Welcome to our group - please read this information carefully. 
If you have any questions, please ask… we’re a helpful bunch! 
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About us 
Founded in 1976, the Clayden Potters in Coolum are a friendly community 
of hobby potters, offering a relaxed haven to create, inspire and meet 
people of all ages, from all walks of life.  We are inclusive, sharing locals 
who like to forge friendships and have fun. 
 

Most of our creating at Clayden is hand-built, though a wheel is available 
and many members are proficient in throwing.   
 

Clayden is a non-profit club.  Work fired at our studio must not be offered 
for sale on a commercial basis.  Only financial members may have their 
work fired at Clayden. 
 

We depend on our Members to actively contribute and keep our Club 
running smoothly.  There are no paid staff – we are all here to enjoy 
potting at the studio. 

Pottery days 
We are open on Mondays, Thursdays, Fridays, Saturdays, and Sunday 
afternoons for pottery. 
There are other groups who use our Clubhouse throughout the week. 
Member Workshops are held most months, usually on a Tuesday. 
 

Our clubhouse is usually open by 9.30 am and potters leave when they 
wish, but should depart by 5.00 pm.  Lock up is done by last ones there.   
 

Membership fees/details 
Joining fee is $50.00, plus $125 for annual membership (pro rata for new 
members).  Membership renewal is due in January each year.    
See ‘Payment details’ for information.  
 
All members must complete a Membership form, and keep their contact 
information up to date by advising the President or Secretary of any 
changes.  Club communications are via email. 
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Makers Mark 
New members – please draw your Makers Mark on your Membership form 
and the Makers Mark list, and check your mark does not look like other 
potters.  Check it upside down as well   e.g.  MO can look like OW upside 
down.  This Mark will need to be imprinted on all work to be fired. 

Beginners and Induction 
New members will be given an introduction tour to become familiar with 
our clubhouse and procedures.  
 

For those new to pottery, our members are on hand to offer guidance.   
 

We strongly encourage using the many great free tutorials you will find on 
the internet to learn the basics and other techniques.   
Some to check out:  KaransPotsandGlass      Ceramic Arts Network 

 The Pottery Wheel​        Pinterest and YouTube            

Attendance & Facilities Fee 
Please sign the attendance book at the entrance. Visitors (16 years or 
older) pay $10.00 and sign in with name and phone number.  Visitors may 
attend up to 3 times, before becoming a member. 

Morning tea 
You may bring along a plate of morning tea to share if you wish.  Tea or 
coffee can be made at any time – we like to take a break around 10.30 am 
for a cuppa and a chat.  

Photo gallery 
To help everyone get to know names and faces, we have a gallery of 
member photos for those who wish to participate.  You may email a 
headshot to claydensecretary14@gmail.com and you’ll be added. 

Library   
We have a library of pottery and creative art books that may be borrowed.  
Log items in and out if taking home, using the Borrow Book. 
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Potters Post 
The Potters Post is our quarterly newsletter.  It will be emailed out with the 
latest happenings, news, workshops, etc.  If you would like something 
included or have a suggestion, please contact the President or Secretary. 
 

Clay supplies 
Clay can be purchased at the club. Ask committee members or clay 
coordinators to help accommodate the purchase. All clay sales to be done 
via eftpos. 
 

Firing fees 
Bisque $4 per kg​ ​ Fired to 1000 degrees Celsius 
Mid fire $7 per kg​ ​ MID/CONE 6 FIRE reaches 1220 degrees 
 

Firing fees are calculated once entered on your sheet in the firing book.   
They will be costed and tallied at the end of each month, and an invoice 
emailed to you.   
 
Firing fees are due within 7 days of the invoice date - members who have 
overdue firing fees may be suspended from firing services. 
 

Large pottery pieces will be fired when kiln room available. Please be 
patient, smaller items are much easier and quicker to fit/fire.  
 

Payment details 
Clayden is a cash-free premises.  Payments may be made by EFT.    
Ensure you reference your name & invoice number, so it can be allocated 
correctly. 
 

EFT payment to be made to: ​​ ​  
BSB    124079     Acc No.  20986968   
A/c    Clayden Potters & Assoc Crafts Inc 
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We understand not everyone uses internet banking - please discuss with 
the Treasurer regarding an alternative. 

Health & Safety Guidelines 
Please read the H&S rules on the back page for important information.  
Clay and glaze may cause serious health issues if precautions are not 
observed.  Please report any concerns to a Committee member. 
An incident log book is in the bookcase, and an Accident Report form must 
be completed for any injury sustained on the premises. 
A First Aid kit is located in the bottom draw in the kitchen. 

Club house  
Our club house consists of our indoor work area, kitchenette, toilet area, 
store room, kiln room, outdoor sheds and undercover area. 
The back shelves have separate areas for drying greenware, midfire items, 
moulds and tools. 
 

Storage for your clay and tools is available under the tables.  To efficiently 
use this space, you will need to supply a small lidded box to store your clay 
and tools.  Clearly label your box and clay with your name.   
 

 
Side Room 
This houses raw materials for glaze making.  Some of these ingredients are 
toxic, so please do not touch materials unless you have adequate safety 
gear- gloves, mask, and information on the substance, and are trained or 
assisting one of our glaze makers.  
 
Linda’s Shed 
This shed houses both of our kilns, underglazes and slips. Items for firing 
are to be placed on the correct shelves (either bisque or mid-fire) with 
completed firing slips. Once fired, the items are placed in designated 
collection areas.  
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Important 
Glazes need to be made up constantly. Please approach our Glaze 
Coordinator if interested in assisting and learning the science of glaze 
making.  
 

Small garden shed – storage 
This shed stores spare tables, tarps, marquees, Open Day equipment, 
cleaning equipment, and anything not used regularly. 
 

Creating your masterpiece 
We have some club equipment including a clay roller, boards, turntables, 
tools, stamps, moulds, extruder and pottery wheel. 
 
Select any table you like, and work on a canvas or board to prevent 
sticking, and avoid cutting plastic tablecloths.   
 

Place your greenware or work in progress at the back on the drying 
shelves. Check you have your maker’s mark on the bottom.  
 
You should provide a protective “kiln cookie” for your piece to sit on when 
being glaze fired.  If you don’t already have one the correct size, it is best to 
make one at the same time as you create your pot.  They can be bisqued  
together.  The cookie is weighed and recorded in the firing book once only 
– you can then use it again for future firings without charge. 
 

Greenware is very fragile - do not touch or bump other people’s pots, and 
be considerate when placing items so there is room for everyone’s work. 
Pottery must be BONE DRY  (a week or two depending on weather and 
thickness of pot) before weighing and placing out for firing. 
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Moulds 
Important:  Take every care not to scratch them with tools as this will affect 
the finished product and ruin the mould.  
 
Please return moulds clean, damp wiped over and free of clay (do not soak 
the plaster moulds with water, as they will take ages to dry out again). 
 

Weighing 
Before placing pots out for each firing, all items must be weighed and 
recorded in the firing book:  

·​ Create your own page in the KILN FIRING BOOK, and include your 

Makers Mark 
·​ Select and fill out the appropriate FIRING SLIP 

·​ Complete the details on your page 

·​ Place your piece, with the firing slip, out for firing 

·​ Small items can be weighed together 
 

 
Note - There is no maximum size restriction, but please be mindful if 

producing large items and needing most of the kiln space, others wait 
longer.   

(The Clay Shed at Kunda Park offers firing services as an alternative) 
 

Bisque Firing 
Place items to be bisque fired on Linda’s shed bisque shelves. Ensure your 
firing slip is with the pot. Please be aware pots are fired not always 
according to how long the item has been there, but how best to fill the 
kiln. Some big or tall pots may have to wait for other similar sized pots to 
fill the kiln.  
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Tip: Small items help fill the kiln and often get fired quicker as they fit in 
easily. Patience is required when waiting for firing to take place. 
 

Please collect your completed work promptly and proceed to glazing. Pots 
left for more than 3 months may be disposed of, or sold for fundraising at 
our Open Day. 

Glazing your pots  
Underglazes, clear and Cone 6 glazes are available.  There are also other 
decorative materials such as oxides and glass.  If new to glazing, ask an 
experienced member for advice and assistance on selecting and applying 
glazes. 
 

Observe all safety rules regarding the handling of glazes.  Always check the 
glaze you are using is suitable for purpose – some glazes are toxic if used 
for food/drink tableware. 
 

Plastic brushes are used to stir glazes.  These are left in the large buckets or 
you can use a spare brush or stick to stir.  Don’t leave paint brushes in 
glazes.  Carefully clean around the rims and lids of the small underglaze 
and low fire glazes and don’t waste – they are very expensive. 
 

Please leave glaze area clean and tidy.  Clean up and put away all brushes, 
containers, utensils in their correct places, and wipe tables and chairs.  
Clean any spills or glaze on the floor. Leave back sink clean.  
 

Once glazed, weigh and enter details on your sheet in the Firing Book.  
Place your items, along with firing slips, on the shelf near the large kiln in 
Linda’s Shed. 
 
Important 
Glaze left on the base of pots or any area that touches the shelf will stick to 
the kiln shelf, and ruin your pot AND the shelf.  Sponge it off well and place 
your work on your kiln cookie. 
Try to avoid runny glazes on the outside of your pottery. 
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Leave areas unglazed to rest on kiln furniture, or on stilts if needed – ask 
for advice if unsure.  Bead racks are also available. 
 

Hot wax in an electric frying pan (located in Linda’s shed) can be used to 
stop glaze sticking to the bottom and give a nice even border.  The turf tray 
also helps in removing glaze from under pots.  Leave at least a .5 cm gap 
from your glaze to bottom of pot.   
 

If your pot has glaze that sticks to the shelf, you are responsible to have the 
shelf cleaned off with an electric grinder and re-coated – not fun!   
 

Our fabulous Kiln staff 
Kiln Staff (and their trainees) are the only people who may load up or open 
kilns, under the direction of the Kiln Manager. 
It is a club rule not to open kilns if over 100 deg C.   
Neither bungs or doors are to be opened while kiln is cooling.   
 

They spend a huge amount of time and care loading.  Occasionally, a 
breakage will occur somewhere in the process.  It is simply an accepted risk 
in a delicate operation of handling fragile items. 

Cleaning 
Yep - we don’t have fairies! The clubhouse, garden, and sheds need 
cleaning and maintenance, and our only paid help is our mowing man - this 
keeps our fees affordable.   
 

All members are expected to put in a small amount of time at each visit, to 
keep our studio nice and inviting. Ensure you leave your table, floor and 
anything borrowed clean, wiped and put away. Wet mop for floors. 
Our clubhouse must be left clean and tidy for the next group. Tables to be 
returned to normal layout, if changed for any reason.  
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Daily Duties include: 

·​ Clean all work tables and leave clear of items. 

·​ Wet mop inside club house, sweep damp clay and use dustpan, if 
needed.  Dry sweeping, dusting & vacuuming is hazardous. 

·​ Clean kitchen area, wash up and put away mugs, plates, etc 

·​ Empty out tea and coffee pots, rinse and put away.  

·​ Give the toilet and washbasin area a clean 

·​ Sweep or use the leaf blower to tidy outside concrete areas. 

·​ Wipe down outdoor surfaces, and cloths rinsed and left out to dry 

·​ Empty the outdoor sink bucket and clean the tub 

·​ Rubbish, Recycle, Green Bins out weekly - Saturday group for Monday 

collection, and brought back in. 
 

Occasional Duties include: 

·​ Empty the clay trap 

·​ Clean kiln shelves and re-paint with bat wash 

·​ Clean storage shelves and floor in Kiln room  

·​ De-cobweb, and spring clean the clubhouse 

·​ Tidy the store room and sheds 

·​ Windows and screens 

·​ Clear back shelves of unclaimed pottery 

·​ Tidy and wipe under tables 

·​ Maintain the gardens – pruning, weeding, planting, mulching 
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Lots of people doing small jobs keeps them just that – small jobs ☺ 

Close up procedure 
Ensure all lights/fans are off except security light.  All windows and doors 
shut.  Last people in attendance need to leave the 
buildings/cupboards/sheds secure and equipment put away. Tap handles 
removed and stored inside front door on window shelf.  Bins out if due.  
 

If using keys from the lockbox, return key to box & once locked, roll the 
numbers around. 

Annual Open Day 
Our Open Day fundraiser is held in November each year and is a 
well-attended community event.  We provide morning tea, sell Christmas 
puddings, have stalls, and is an opportunity to show off and sell your work. 
 

Each member makes and donates pudding pots – we have special moulds 
for these to ensure they are the right size. 

 

Some useful contacts 
 

President​ ​ ​ ​ Nicole ​ 0418988690      claydenpresident@gmail.com 

Secretary/Treasurer​ ​ Rebecca​ 0409483921      claydensecretary14@gmail.com 

       claydentreasurer14@gmail.com 

VP/Providore​ ​ ​ Maria​​ 0437880570 

 
​ ​ ​ ​  
 
​ ​ ​ ​ ​  

 
Most importantly - create and enjoy  
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Health & Safety Rules 

·​ Ensure you know where to find the exits, first aid and fire safety 

equipment.  

·​ Use a paper towel and spray to clean work tables. 

·​ Don’t sand pots in or near the clubhouse - Clay dust is carcinogenic. 

·​ Use protective eyewear, masks and gloves as required. 

·​ Use a dust mask when sanding and grinding clay, and mixing glaze. 

·​ Be aware of the correct handling of toxic substances. 

·​ Observe footwear and oven glove requirements when doing kiln work. 

·​ Some glazes contain toxic substances and must not be used for food 

vessels – check which are suitable. 

·​ Wet mop floor first, then sweep damp clay if needed. 

·​ Ask for assistance in lifting heavy items.  

·​ Use outside taps for washing hands and equipment. 

·​ Wash hands before consuming food and drink. 

·​ Pets are not permitted in the clubhouse, and must be supervised 

ensuring they present no hazard, if brought onto the grounds. 

·​ Potters should leave the premises by 5.00 pm on regular days. 

·​ Clayden does not permit smoking in or around the clubhouse. 

·​ Everyone involved with the Club is encouraged to contribute to 

accident prevention by reporting potential risks or dangers on 
sighting. 
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