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FLYWHEEL

The Real Nitty-Gritty
Welcome to Flywheel! We are truly glad and excited that you’ve decided to participate 
in making this space happen. One of the great things about Flywheel is that it’s always 
growing and changing because of the new people who get involved. We hope that you 
will bring your own unique ideas and way of doing things to Flywheel to make it even 
more of the multi-textured, organic beast that it is: an organization that really reflects 
the interests and values of the people who keep it running – and that means you.

Below are some guidelines to help you make your way through Flywheel’s amoebic and 
sometimes confusing daily operations. Flywheel is run in a decentralized fashion, so 
that means it’s as much up to you as anyone else at any given moment to make it work 
well for everyone. 

So much for the spoon full of sugar. What follows is the medicine. Read and digest it. 
It’s good for you. Even though it sounds like a lot of “rules,” it’s purpose is to help you 
understand how things are done here and why. So remember that Flywheel is above all 
about fun, and try to approach it in that spirit. 

How to be a happy volunteer in 3 easy steps

1. Get trained. On a weekly basis, our greatest immediate need is door and sound 
volunteers. We encourage you to get trained in one or both of these areas. You 
should know how to open and close and how to use the necessary equipment. It 
only takes two “buddy” shifts to get trained – and it’s all pretty easy stuff. And 
you’ll be so cool.

2. Communicate.   Ask questions.  Make suggestions.  Get signed up to MyFly, our 
web-based info-hub and Flywheel Communication our internal email list.  MyFly 
allows you to volunteer for shows, find contact info for other Flywheel folks, 
book shows, download documents and more.  Flywheel Communication is our 
internal email list where volunteers can exchange info about what is happening 
in and around Flywheel and where bookers can appeal for volunteers, etc. 

3. Take initiative. Flywheel is a do-it-yourself space, where we work together as 
equals and no one is considered a passive cog in the machine. So, if a neighbor 
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complains or if someone is disorderly at a show, it is up to you to respond. This 
doesn’t mean you should handle it alone. Ask the other volunteers there to help 
you or call someone you know on the list for advice. Take down the names and 
contact info of the concerned parties, and post a message about the incident to 
the Flywheel Communication, to be discussed at the next meeting. If you feel there is 
a violent situation brewing, call the police. (Fortunately, this doesn’t happen that 
often, but it’s good to be prepared.)

Taking initiative doesn’t just have to do with dealing with crises. It also means 
bringing your good ideas to the space. If you think Flywheel needs repairs or a 
paint job, you can help by finding people who can make the repairs, by 
organizing a “work party,” or by asking a local business for a discount or 
donation on supplies. If you’d like to see children’s workshops or a theater group 
at Flywheel, you can publicize a meeting to recruit other people who share your 
interests, and get started. If you have a great idea for raising money for the space, 
bring it to a meeting, and lead the way!

Levels of Membership
The Collective: Everyone who has joined Flywheel to contribute their time and talents is 
a member of the Flywheel Collective. Within the Collective, there are different 
categories of involvement with different functions and expectations. A member can 
belong to more than one category and can change their level of involvement over time.  
Generally volunteers fall into one of two broad classification, Hub members or Spokes.  
Various types of membership are spelled out below.

• General Volunteers most often are people who volunteer an average of two shifts 
at shows each month at Flywheel. General volunteers can do special tasks 
instead of, or in addition to, shifts. They are welcome to attend general body 
meetings, but are not required to. They do not have voting privileges.  SPOKES

• Bookers are people who organize events at Flywheel. They have gone through a 
bookers' training (see appendix XXX) and have more responsibility than a 
general volunteer. Bookers either do a job-board job each month or contribute a 
$40 fee for each show they book. They can be either non-voting (Spoke) members 
or voting (Hub) members.  For more, see the Booking Policy.  SPOKES or HUB

• Voting Members (aka Hub members) have attended at least six general body 
meetings and have declared their desire to become voting members. They are 
granted voting privileges by a majority vote. They have committed to 
consistently coming to general body meetings and doing a monthly job. They are 
empowered to participate in consensus and majority-vote decisions at meetings.  
HUB
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• Board Members are willing voting members who comprise the Board of Directors. 
Because Flywheel is a tax-exempt non-profit, we are required by the state to have 
a Board of Directors. This body has the legal power to enter into contracts such as 
leases, real estate purchases, hiring, etc., and is legally responsible for what 
happens in Flywheel or in connection to our organization. Although it is 
Flywheel's practice to require all voting members to be part of such decisions, 
because the courts would view the Board as having these powers, it is important 
that it includes a broad spectrum of Flywheel members. The Board is elected 
yearly at the Annual Meeting.  You do not have to join the Board as a Hub 
member if you don’t want to.  HUB

• Committees generally exist on an ad-hoc basis to deal with particular projects or 
issues. Members of any kind can participate in committees.  SPOKES or HUB

Your level of membership is a personal choice. You may increase it at any time by 
participating in general body meetings and committees. If you have taken on a certain 
level of responsibility and feel you need to lessen your commitment, please tell us 
instead of fading away. We respect your choices and will be glad that you let us know!

Volunteering 
Volunteering for shows
This is the engine that makes the Flywheel hot-rod roll.  It should be taken seriously, so 
please, if you aren’t going to make your volunteer shift, try to fill it as soon as you know. 
It’s your responsibility to call the volunteer list (available in MyFly), or email the 
Flywheel Communication list until you find a replacement.  If you still can’t find a 
replacement, contact the person booking the show.  You can find who the booker is in 
MyFly.  

Remember Flywheel doesn’t have a paid manager who has more time than you to do 
this, so please be considerate. 

Jobs and the Job Board
If you want to book events or shows at Flywheel you will have to sign up for a job (see 
Booking Policy).  You can also sign up for a job just to help out and that would be super 
dope!  The Job Board, which can be found virtually in MyFly, consists of everything 
from cleaning the bathroom to writing grants, to computer maintenance and more.  
Check it out and find out where you might want to fit in.  If you don’t see something 
you want to offer, let us know and we can work something out.
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Meetings
Some committees have regularly scheduled meetings. Others meet as-needed. You can 
find out committee meeting times by checking the website, or watching the Flywheel 
Communication list.

• General Body Meetings are held twice a month on alternating weeks.  The days 
rotate from time to time.  Check the website, or email list for which days of the 
week.

• The Annual Meeting of the Board of Directors usually occurs in October.  At this 
meeting, the Board elects officers, and renews its status as a non-profit 
corporation.

Meetings are run largely by consensus. An outline of the consensus process follows:
(a) Members attempt to reach decisions acceptable to all through discussion 
and compromise.
(b) When a vote is taken, members wishing to voice opposition to a decision, 
but who do not wish to block the decision from going forward, may stand 
aside.
(c) Stand-aside votes will be recorded in the notes, along with reasons given.
(d) If a member feels that a certain decision would conflict with the mission, goals, 
policies, and well-being of the organization, that member may block a decision.
(e) If those blocking constitute one-third (1/3) or more of Collective and Board 
members, the decision will not pass, and the matter will be thus settled.
(f) If those blocking comprise less than one-third (1/3) of the Collective and 
Board members, discussion will continue until a solution acceptable to all is 
reached.
(g) If no decision is reached after two meetings, at the third meeting, a written 
proposal regarding the issue will be presented, and a vote will be taken. A 
majority of two-thirds (2/3) will pass the decision.

Other meeting stuff:
• Meetings start with an agenda. Anyone may add an item to the agenda to be 

discussed. Each item is allotted a time limit.
•  The Facilitator organizes the agenda, manages the flow of discussion, and calls 

on people to speak. It is important that people respect the facilitator’s role so that 
she/he can help the group stay focused. Other group members may raise a 
“point of process” if they feel the discussion is getting off track or have a 
suggestion for how an issue could be addressed.

•  Those wishing to speak raise their hands. The Facilitator keeps a “stack” of the 
names of those wishing to speak, and calls on them in the order in which they 
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raised their hands.  The Facilitator has the right to balance participation in the 
discussion by calling on those who have not spoken yet before those who have 
already spoken several times.  For most votes, the Facilitator asks if there are any 
blocks, and then if there are any stand-asides. If there are no blocks, the decision 
will move forward.

•  The Timekeeper keeps track of the time limit for each agenda item. When the limit 
is drawing near, the Timekeeper announces this to the group.  If an issue has not 
been resolved by the allotted time, the group may choose to extend the time by 
tabling other agenda items to the next meeting or shortening their time 
allotments, or may choose to table the current discussion to the next meeting. 
Extending some items without eliminating others is discouraged, as it makes the 
meeting drag on.  General body meetings usually last 1.5 – 2 hours (at most!).

•  The Notekeeper keeps track of meeting attendance, major points of discussions 
and their outcomes, tabled items, and the outcomes of votes, including the 
decision reached and stand-aside votes with reasons given. Notes are to be 
posted to the list-serve within one week of the meeting.  

•  Any proposal that would significantly affect the operations, organizational 
structure, policies, by-laws, mission, finances, legal status, or physical structure 
of Flywheel should be presented in a written proposal.  If there is a block to the 
proposal, the advocate of the proposal should take the objections into account, 
and modify the proposal or address the concerns that were raised in a refined 
draft of the proposal. If the proposal is blocked at a second meeting, the advocate 
will refine the proposal another time. At the third meeting, a final proposal will 
be presented and vote will be taken. A 2/3 majority will pass the proposal.

Communication
MyFly
MyFly is a members only area of our website for volunteers and bookers to access our 
booking calendar, sign up for shows, access organizational documents, and more.  You 
will be assigned a login after you attend a new member open house.
Email list-serve guidelines

DO use the list:
• to announce meetings, to post proposals or drafts of public documents, or to 

bring problems of general concern to the attention of the collective (i.e. “A mic 
was missing after Thursday’s show”). You can also use the list to invite folks to a 
party.

• to find people to staff your shows.
DO NOT use the list:
• to discuss personal grievances.
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• to forward petitions, articles for people to read, for political organizing, or for 
announcements for non-Flywheel shows (unless it’s a really special thing you’re 
doing you want your Flywheel friends to see – just be sparing with this sort of 
thing).

Personal attacks or repeated abuses of the list-serve constitute grounds for removal 
from the list-serve.

Conflicts and Grievances
• If you are having a problem with another Flywheel member, the most 

revolutionary and mentally healthy thing you can do is to talk about it 
respectfully with them, one-on-one, and be open to hearing their point of view. 
This is the first thing you should try.

• Keep in mind that because it’s hard to read the “tone” of e-mails and far too easy 
to shoot off in front of a computer screen, you should try to communicate any 
personal criticisms in person or over the phone.

• If you feel it’s too risky to talk to the person alone, you may ask someone to be 
there with you as a witness, but be wary of the potential for “ganging up” on 
someone.

• Talking with other members to gain perspective on the situation is encouraged. 
Back-stabbing, nit-picking, and belly-aching is not.

• If the situation is feeling unmanageable, you may ask for mediation. Flywheel 
has access to free, outside mediators who can help diffuse and resolve conflicts. 

• If you feel that a person is acting in a way that is seriously detrimental to 
Flywheel as a whole, you may bring the issue to a general body meeting. It is 
best to try the other approaches first.

• Threats, violence, harassment by phone, in person, or by e-mail, sexual 
harassment, or insulting behavior regarding race, ethnicity, nationality, religion, 
sex, sexual orientation, disability, age, or class are grounds for immediate 
revocation of Flywheel membership.

• Stealing, using Flywheel for illegal activities, or entering into contracts in 
Flywheel’s name without the express mandate of the collective, are grounds for 
immediate revocation of Flywheel membership. 

Important details about shows
Rules

• Shows must end at 11:00.
• Flywheel is smoke, alcohol, and drug free.
• Show capacity is 232 people.
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Lights
• Except for during set-up, overhead fluorescent lights should not be used. They 

are expensive and they look bad. Use stage lights, and or wall lights.
Parking

• Encourage patrons and performers to park in front of  the building or on the 
many spaces on Main St.  Parking is also available in the parking lots of  Big E’s 
or Easthampton Savings Bank 

• Make sure that people aren’t parking on the right side of the building or in the 
spaces of tenants. The neighbors get mad.

Arriving for shifts
• Sound person should arrive 1 full hour before show time or earlier if need be.
• Door and security people should arrive 30 minutes before show time.

Door
• The door person can turn away intoxicated or disruptive people, and should, if it 

looks like they’ll be trouble.
• We do not turn away people who don’t have enough money for the cover charge. 

But we don’t advertise this in order to avoid abuses of this policy.
Security
Some shows will need security.  Usually, these are the shows that will draw a lot of 
people and may have the potential for “unruliness”.

• When volunteering for security, regularly check the front and sides of the 
building, and the apartment building parking lot.

• People who are being loud and disruptive of the neighborhood should be asked 
to quiet down and move along.

• Anyone being destructive or threatening inside Flywheel should be asked to 
leave.

• Anyone using drugs or alcohol should be asked to leave.
• If the situation seems volatile, call the police.
• If there is no security position scheduled, sound, and door volunteers should 

take turns checking the above areas.
Keeping bands organized

• It is the booker’s responsibility to make sure the show starts on time and that 
bands limit their sets so that all have a chance to play. Bookers should let bands 
know their set times & lengths before the show.  It is also beneficial to talk about 
how money will be split amongst bands and Flywheel ahead of time.

Greeting performers
• If you are the booker GREET THE BANDS! It is essential that the sound person 

does this, and it is a good idea for the other volunteers to do so as well. We know 
you’re shy. We’re all shy. But shyness just makes the world a cold and lonely 
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place, and leaves bands wondering what the hell is going on. Put yourself in 
their shoes, take a deep breath, and say hello. Tell them what they need to know:

• They can leave amps and drums to the right and left of the stage. 
• They can park out front or elsewhere (see PARKING above).
• Merchandise tables can be set up in the performance space. 
• There are several restaurants and bars in the area: Antonio’s, La Casita 

Azteca, Venus & The Cellar Bar, The East Village Cafe, The Brass Cat, 
Nini’s etc. The Easthampton Diner is open late. 7-11 and Subway are a 
short distance away. There’s vegan food at the Chinese restaurant next to 
Subway.

• Yes, we have direct boxes.
• Yes, we have a video projector.

Check to see if they need water throughout the night (Brita water is fine). (By the 
way, they need to take their cigarettes outside and their beer, etc., elsewhere. 

Café
• There are 2 coffee machines, one to boil water for tea and another for coffee.  

Supplies are in the office or behind the bar.
• Do not pour cream back into container at the end of the evening. Germs!
• If you need to purchase more cream, tea or coffee (you should check at the 

beginning of your shift), take a couple bucks out of the door money and go to Big 
E’s.  Bring back change & receipt, and put receipt in cash-out envelope at the end 
of the evening.

Money from the door
• 35% of door must go to Flywheel, up to $1,000
• Over $1,000, 50% to Flywheel
• Remaining money is up to the booker to distribute to the bands.
• Door cap = $12. Average price = $8.  
• Family cap is up to each booker
• In general, non-local bands should receive more money than local bands, to help 

cover traveling expenses.
Show announcements

• All shows should include a friendly announcement during the show.
• This announcement is the responsibility of the booker. (You can get a friend to do 

it, but it MUST BE DONE.)
• The announcement should include the following information:
• Welcome and thank you for coming.
• State who is on the bill.
• Flywheel is drug, alcohol, smoke, and violence-free.
• We are a volunteer-run, participatory, non-profit space.
• We need more people to get involved.
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• Announce when New Volunteer meetings and General Body meetings are.
• You can get on our e-mail events list or let us know you want to volunteer by 

signing up in our mailing at the door.
• We always need donations. There is a can on the café counter where you can 

make a donation.
Why making this announcement is important:
• It makes shows less anonymous and lets people know there’s someone in charge 

in case they need to talk to someone.
• It sets an asshole-free tone and discourages the kind of behavior that makes 

shows go wrong (drinking, destroying things, fighting).
• It makes people feel welcome to get involved, which is the whole point of 

Flywheel – and we really do need more volunteers.
• It encourages donations – and we really need donations.
• It’s good for your character to do this. Plus, it makes you seem charismatic and 

sexy, which can never hurt.
Closing up

• Clean up! Sweep! Put paper and bottles in recycle bins.
• Make sure lights are off everywhere: office, bathrooms, hallway, etc.
• Check odd things that get left on: fans, photocopier, computer, tea water pot, air 

conditioner, etc.
• Put mics and cables away 
• Lock up.

Booking Policy
This policy is a more detailed version of some of the things mentioned above.  If you 
intend to become a booker, this info is for you.  The policy is apt to change over time.  
For the latest version, see the Google Doc in MyFly.

I. HUB BOOKERS VS SPOKE BOOKERS
The collective shall have 2 types of bookers: Hub Bookers or Spoke Bookers 
 
A Hub Booker is defined as those who have fulfilled all requirements for becoming a 
booker at Flywheel (see below), plus make it known to the Hub that they would like to 
be involved in the decision making process.  They must also fulfill all requirements for 
becoming a Hub member. (see Collective Membership Policy for requirements).  

A Spoke Booker is defined as those bookers who have fulfilled all requirements for 
becoming a booker at Flywheel (see below), but are not interested in being a Hub 
member

11



II. BOOKING REQUIREMENTS FOR ALL HUB AND SPOKE BOOKERS 
All potential bookers must

• Attend an initial new member orientation meeting 
• Complete step by step mentorship process (see below)
•  Sign up for a job from the job board and earn Booker Bux, or alternately, pay a 

$40 fee for each event booked at the space.
• Attend at least one (1) General Body Meeting before first show.

III. NEW MEMBER ORIENTATION
All potential bookers must attend a new member orientation meeting, which are held 
once each month.  At this meeting, potential collective members / bookers will be 
oriented to the space and instructed on how to become a Hub member/booker.  After 
this meeting the new member must decide weather they want to become a Hub or a 
Spoke member of the collective.  A member can decide this at a later date as well.

IV. MENTORSHIP PROCESS
A mentor, chosen by the General Body, shall be assigned to new bookers.  This 
person shall be a voting collective member who:

• Acquaints booker with booking guidelines and procedures.
• Makes sure booker is oriented towards using the space, (e.g. trained on 

cafe & sound etc.). 
• The new booker will attend and shadow their mentor at a show put on 

by the mentor or another booker.
• Helps them find staff for their first show and gives them assistance on 

how to promote shows.
• Makes sure prospective booker signs booking contract
• After contract is signed and all requirements are met, will let Booking 

Committee know that the new booker has met all requirements.  The 
Booking Committee will then add them to the eligible booker list on 
MyFly.

• Mentor attends first show of new booker, or more if deemed necessary

V. BOOKING CONTRACT
All bookers must sign a contract specifying requirements for maintaining the privilege 
of booking at Flywheel.  The contract shall include:
 
House Rules
All shows must adhere to House Rules, which shall be posted:
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• No drinking or drug use in or around the space. No smoking in or around the 
building.

• Shows must end by 11:00pm.
• No disruptive, congregating in front of, around, or behind the building during an 

event (disruptive: loud yelling, blocking the road/parking area/sidewalk, 
harassing the neighbors, drivers, or passers-by.) Non-disruptive congregating 
outside is fine. After curfew all congregating must end. 

• No open flames or theatrical smoke allowed in the building.
• Bookers must not take a cut of the door. 
• All shows must adhere to 246 person capacity (Or whatever our new capacity 

will be). 
• Premises must be left clean and tidy.  Trash and recycling should be emptied (if 

full).  All trash in hallway, on stage, outside sidewalk/steps, and building 
perimeter, must be cleared.

• Booker must not leave Flywheel until all show goers/bands have left the 
premises.

• Whenever possible, booker should make an announcement at events stating 
what Flywheel is and how individuals can find out more about Flywheel (when 
meetings are, etc), and how they may contribute financially.

• All artists must load in from the front of the building.
• Bookers are allotted one event per calendar month.  Bookers are encouraged to 

maximize their nights/slots by collaborating on shows (e.g. booker A and booker 
B book two shows in partnership), or to donate their allotted slot to another 
booker if they don’t plan to use it that month.  Bookers who donate or share their 
nights are still responsible for all that happens at shows booked in their names.

• Bookers may petition the General Body for an extra slot for "something special".  
Bookers should bring such requests to a meeting well in advance of the desired 
date.

• Bookers are strongly encouraged to book benefit shows to raise money for 
Flywheel.  At least one benefit show per year is expected.

Booking fee
• If booker is not a Hub member, or is not doing a job, they must pay a $40 per 

show fee.
Staffing

• All shows shall have adequate staffing.  Adequate staffing is defined as: 
• Door, café, & sound for all music performance.
• Door, café, sound & a minimum of 2 security persons shall be required of 

music performance shows with potentially large crowds, primarily large 18 & 
under crowds.
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• Bookers who are under age 18 must have one adult on site (parent, or an 
adult voting member of the collective).

• sound & café for video or film events.
• café & sound are optional for all other non-performance based events such as 

games night, kids make art, etc.
Money

• 35% of door must go to Flywheel, up to $1,000
• Over $1,000, 50% to Flywheel
• Remaining money is up to the booker to distribute to the bands.
• Door cap = $12. Average price = $8.  
• Family cap is up to each individual booker 
• No one is turned away for lack of funds. 

BOOKER ACCOUNTABILITY
If a booker experiences any of the following at an event:

• a police appearance.
• physical damage to the space.
• complaint from tenants/landlords
• any combination of the above.

• It is the bookers responsibility to report the problem to the email list within 24 
hours and have it added to the agenda of the soonest possible General Body 
or Booking Committee meeting.  

• If for any reason the booker does not report the incident(s) to the collective, 
booking privileges may be revoked.  

• the booker will discuss the incident with the collective to determine whether 
or not a “strike” should be applied to the online record of the booker.  

• The Hub will vote, by secret ballot, whether or not to apply the “strike”.  
• If the booker in question is on the Hub, they will remove themselves from the 

voting process.  
• If a booker receives 3 “strikes” in a two year period, the Hub shall 

automatically remove their booking privileges.
• If a booker has less than three strikes, they will reset every two years.  
• If the booker has not made previous arrangements to appear at a General 

Body meeting or does not show up at the meeting when this discussion takes 
place, the “strike” will automatically be applied.  

• A booker may re-apply for booking privileges at a General Body meeting 6 
months after they are removed.  

• The booker must request the item to be placed on an agenda and appear at 
the meeting and discuss the issue.  
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• The booker must then leave the meeting where the Hub will discuss and vote, by 
secret ballot, to keep or remove the booking ban.  

• Booker may be financially accountable for damage if negligence is determined by 
the Hub.

JOB BOARD/FEES
Both voting & non-voting bookers will need to contribute either a monthly job to the 
space or pay a fee. There are two different possibilities:
Monthly jobs (from the job board):  When a member joins Flywheel they will sign up to 
a contact list that will be the basis for their MyFly “identity” on both the Job Board and 
Booker list.  A booker will go to the website and select a job from the virtual job board.  
Once the booker selects a job and it is done (see Booker Bux), their name will appear on 
a drop down menu on the online booking calendar.  Once the show is booked, the 
booker will get a confirming email sent to them at their email address.  You will then 
need to click on a link to confirm that you have reserved the date. 

Booker Bux:  Jobs are time-based and will earn the bookers Booker Bux.  Bookers will 
earn Booker Bux for every hour worked.  To use the space, the booker must do 3 hours 
of work a month, or earn 3 Booker Bux.  If a booker has done only part of her/his job, 
they must pay the difference of the per use fee.  If the jobs are not done at all, the booker 
must pay the full fee.

Work parties and Special Projects: The Hub will schedule periodic work parties and 
special projects.  These may include painting, small construction tasks, field trips, art 
projects, community volunteering, etc.  All members will be highly encouraged to 
attend.  Bookers are expected to attend these events and may apply the time towards 
their Booker Bux for that month.
Per Use Fee:  A Spoke member may opt out of doing a job and pay an upfront fee of $40, 
per use of the space.  The booker may pay directly via PayPal.  Once the fee is paid 
through PayPal, the booker will be redirected back to the internal booking calendar, and 
be able to book a show.   Once the show is booked, the booker will receive a confirming 
email.  If the booker does not have internet access or cannot use PayPal, the booker may 
contact their mentor, or another Hub member to book the show for them, and accept the 
fee.

VII. BOOKING COMMITTEE
A Booking Committee, which will meet monthly or more frequently as needed, will 
monitor the calendar and make sure that all bookers are following the policies as 
spelled out above.  
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The Booking Committee will be responsible for:
• Responding to event inquires
• Facilitating rental requests
• Deal with booking issues as they arise
• Deal with shows not associated with a specific booker (a.k.a. Rogue Shows)
• Watch calendar and make sure all bookers are following the Flywheel Mission 

Statement and the guidelines as spelled out above.  
• Revise the Booking Policy as needed.

Failure to follow these guidelines will be brought to the attention of the collective and 
appropriate action will be taken.
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