


together. Incomplete forms shall be returned to the examinee with instructions for
completion.

d.The Home Office shall forward the copy of the Reclassification Form to the ETSC chair
(or designated committee member) for final approval. ETSC - with the assistance of
Home Office staff - shall make sure that all exam requirements and deadlines have
been met. Final approval will not be issued unless all exam score forms reflected in
the Reclassification Form are in the examinee's file. ETSC chair (or designated
Committee member) shall sign the copy of the Reclassification Form as final
approval and forward it to the Home Office - or, if necessary, instruct the Home
Office staff to notify the candidate about what is needed to complete the
requirements.

e.  Home Office shall notify the candidate and the candidate's chapter when all

requirements have been met and reclassification has been fully processed.
3. The PTG Home Office shall maintain exam records as follows:

a.  All files including exam records shall be considered confidential and shall not be
opened except to authorized persons for officially approved purposes.

b.  Originals of all exam score forms shall be kept in the appropriate member’s file.

c.  Copies of exam records may be made for ETSC use on request of ETSC members
with the approval of the ETSC chair.

d.  Computer files of exam score form information shall be maintained.

4.  Test sponsors and chapters who have files of exam records shall maintain them as follows:

a.  All files including exam records shall be considered confidential and shall not be
opened except to confirm an Associate's current exam status.

b.  Files of exam records may only be maintained for current Associate members
pending reclassification.

c.  All files of exam records of RPT members shall be returned to the examinees or
destroyed as soon as notice of their upgrading to RPT status is published in the PT
Journal.

d. All files of exam records of former members, whether Associate or RPT, shall be
destroyed as soon as a new PTG membership directory is published.

e.  Officers of test-sponsoring organizations who have physical custody of exam records
shall be responsible for consulting the appropriate PTG publications in a timely
manner for the purpose of carrying out subparagraphs "c" and "d" above.

Section D - Administrative Requirements

1. General - In administering tests, all the requirements and procedures outlined in the Bylaws
and Regulations and in the Council-approved examination manuals shall be followed in
every case so that all tests will be given as fairly as possible and the results will be
comparable.

2. Exam Personnel - The written exam shall be administered by at least one RPT; the
technical exam shall be administered by at least two RPTs with the stipulation that at least
one of the RPTs shall be a Certified Technical Examiner (TEC); and the tuning exam shall
be administered by at least three RPTs with the stipulation that at least one of the RPTs
shall be a Certified Tuning Examiner (CTE).

3. Test sites shall meet the following specific personnel requirements for administering the
RPT tuning exam:
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4,

a.  There must be at least three RPT tuning examiners present, at least one of whom must
be a CTE.

b.  The master tuning shall have been done under the leadership of one CTE assisted by
at least two other RPTs

Test sites shall meet the following specific personnel requirement for administering the

RPT technical exam:

a.  There must be at least two RPT technical examiners present, at least one of whom
must be a TEC.

b.  Master regulations of action models shall have been done under the leadership of one
TEC assisted by at least one other RPT.

Section E - CTE Qualifications and Recertification

1.

To qualify as a CTE, an RPT shall:

a.  Sign the "consent to serve as examiner" (CSE) form and indicate willingness to give
the time needed to train and to administer exams.

b.  Pass each category of the tuning exam at 90% or better, tuning aurally only with no
Part 1 re-take allowed and no second chance at pitch.

c.  Successfully complete training on procedures used during the test, use of qualifying
measuring equipment, and performance of required calculations.

d. Demonstrate an ability to work well with other examiners and to handle examinees
effectively.

e. Berecommended by the ETSC to the Board for approval.

f.  Beapproved by a majority of the Board.

All candidates who have passed the tuning test at the CTE level (See Section E-1b above)

qualify for CTE training and may sign the CSE form, receive a manual, and begin training,

provided that their qualifying exam is still the current version as defined in Bylaws Article

III, Section B.6.

Only RPTs may sign the CSE form; if they sign it prior to the exam, they may have the

exam fee waived as provided in Section B-4 above. No fee waivers may be given for CSE

forms signed after an exam.

An RPT who qualified for CTE training prior to reclassification may receive a Tuning

Exam Manual and begin training for CTE immediately upon reclassification and signing

the CSE form. However, in no case may the Board act to make that RPT a CTE sooner

than one year from the RPT’s reclassification date.

CTE trainees who have not yet become certified after six years or whose qualifying exam is

no longer the current version, and CTEs who fail to be recertified as required below may

retain a copy of the Tuning Exam Manual only with the consent of the ETSC. This consent

shall only be granted to those who demonstrate that they have taken some initiative to build

and maintain examining skills, or when there are extenuating circumstances.

CTEs other than Tenured CTEs shall be recertified every five years and before the end of

the sixth year by passing an exam procedures test prepared by the ETSC. The

recertification test should be conducted at a test site other than that of the CTE’s own

chapter. The recertification examiner should be the regional ETSC member but may be

any CTE so designated by the ETSC.
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7. CTEs who are not recertified as required in paragraph 6 above shall be placed on "Inactive"
(IA) status and so notified by the PTG Home Office. They may still assist with tuning
exams but not as CTE until recertified.

8.  Tenured CTEs are those so designated by the ETSC after 15 years of service in
administering exams. They shall be exempt from recertification but responsible for all
changes in policies and procedures.

Section F — TEC Qualifications and Recertification

1. To be certified as a TEC, an RPT shall:

a.  Indicate willingness to give the time needed to train, to administer exams, to maintain
and update exam equipment and supplies as needed and to maintain awareness of
changes in the exam and exam procedures.

b.  Complete training on test procedures, equipment preparation/maintenance and exam
recordkeeping.

c.  Demonstrate an ability to work well with other examiners and to handle examinees
effectively.

d.  Be recommended by the ETSC to the Board for approval.

e.  Beapproved by a majority of the Board.

2. Only RPTs may be certified as TECs.

3. The Board may not act to certify an RPT as a TEC sooner than one year from the RPT’s
reclassification date. TEC training may commence at any time after reclassification as
RPT. A Technical Exam manual may be issued to an RPT only after arrangements are
made to attend a training session. Exam Score Forms may only be issued to TECs. Training
shall consist of:

a.  Assisting a TEC in the administration of one actual technical exam at a training site
designated by ETSC.

b. Acting as Chief Examiner for the administration of one actual Technical Exam under
the supervision of a TEC at a training site designated by ETSC.

c. The PTG National Convention shall be a permanently designated training site. In
addition, ETSC may designate specific state conventions, regional conventions,
chapter or Exam Board testing programs under specified conditions (such as presence
of specified supervising personnel) as training sites.

4.  TEC trainees who have not yet become certified after three years or TECs who are not
recertified as per paragraph 5 below may retain a copy of the Technical Exam Manual only
with the consent of the ETSC.

5. TEC:s shall be recertified every five years and before the end of the sixth year. To qualify
for recertification a TEC must:

a.  Actas Chief Examiner or supervise a trainee on at least two technical exams within 5
years, and submit a log of all exam activity to the Home Office.

b.  Submit to ETSC a completed questionnaire demonstrating awareness of the most
current exam procedures, materials and changes that may have been made in the
exam during the previous 5 years.

c.  Not have had substantiated reports of serious exam procedure violations submitted to
ETSC, to Regional Vice Presidents or to other PTG officers. Serious violations shall
be defined as violations that, in the judgment of ETSC, could affect the score on an
exam or could compromise proper recording and review of exam results. All
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supporting materials for recertification must be received by the Home Office no later
than two months before the regularly scheduled Board meeting at which
recertification must take place.
ETSC may, at its discretion, impose other requirements for certification or recertification,
in addition to those listed in paragraphs 3 and 5 above.
TECs who do not meet the criteria for recertification in paragraph 5 above or additional
requirements imposed by ETSC shall be required to attend a re-training session or sessions
prescribed by ETSC at a designated training site or sites in order to be considered for re-
certification.

Section G - Examiner Expense Reimbursement

l.
2.

Examiners shall not receive any compensation for services as an examiner.

Examiners may be reimbursed by the exam sponsors (chapter, seminar, Area Examining
Board, etc.) for all necessary and reasonable expenses incurred in the performance of their
duties as examiners. However, such reimbursement is not guaranteed and examiners are
responsible for finding out in advance the specifics of the reimbursement policy.

Neither The Piano Technicians Guild, Inc. nor the ETSC shall be required to reimburse any
examiner expenses incurred without prior authorization.

Signing the CSE form does not obligate examiners to provide exams without
reimbursement of expenses as in Section G-2 above.

Section H - Examiner Ethics

1.

PTG Examiners shall always strive to maintain strict confidentiality of specific exam
results using all reasonable precautions to prevent unauthorized individuals having access
to or knowledge of such results.

PTG Examiners should always bear in mind that there is no membership classification
within PTG above that of Registered Piano Technician. Certification and/or experience as
a PTG Examiner shall bestow no privileges beyond that of being authorized to administer
exams and must not be represented to the public as a rank, classification or elite status.
Examiners shall strive to follow with the greatest possible precision all current exam
manuals and written instructions issued by ETSC through PTG publications and by direct
written communication. Examiners are responsible for maintaining their knowledge of the
most current exam procedures through the PTG Examiner Newsletter and (if possible) PTG
Examiner e-mail list. Examiners shall bring to the attention of ETSC any improprieties in
exam administration and any misinformation about PTG exams that come to their
attention.
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PIANO TECHNICIANS GUILD
DISCIPLINARY CODE

SECTION A - CODE OF PROFESSIONAL CONDUCT

As a means to promote the highest quality of professional conduct of its members, the following
constitutes the Code of Professional Conduct which is adhered to by all members of the Piano
Technicians Guild through endorsement of the Membership Pledge.

Every member of the Piano Technicians Guild shall refrain from:

1. exercising professional conduct adverse to the Mission, Objectives and Principles of the
Piano Technicians Guild.

2. providing any material misrepresentation of education, training, experience or area of
expertise.

3. willful violation of the laws of the Piano Technicians Guild and of the chapter in which
membership is held.

4.  willful violation of established standards of professional conduct as exemplified in the
Piano Technicians Guild Code of Ethics.

5. being found guilty by a court or jury of competent jurisdiction of a felony or other crime or
misdemeanor involving moral turpitude.

SECTION B - MEMBER LIABILITY

Any member of the Piano Technicians Guild who has violated any of the provisions of the Code
of Professional Conduct (Disciplinary Code Section 1) may be liable to restriction on
membership in the form of reprimand, suspension or expulsion by action of the Executive Board,
as provided in Section 5-h below.

Expulsion shall be for a minimum duration of five (5) years. An application for re-admission
from an individual whose prior membership was ended by expulsion must be reviewed and
approved by the Ethics Committee before it can be processed under Bylaws Article II.A and
Article III.A. If the application is not approved, a re-application shall not be considered for one
year.

SECTION C - INVESTIGATIVE BODY

There shall be constituted a standing Ethics Committee the primary function of which will be:

1.  To conduct investigations and, as necessary, to serve as a hearing body concerning conduct
of individual members which may constitute a violation of the provisions of the
Disciplinary Code Section 1.

2. To act as an advisory body, rendering opinions on the ramifications of contemplated
actions by individual members in terms of the provisions of the Disciplinary Code Sections
1 and 2 and the Piano Technicians Guild Code of Ethics.
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To formulate Internal Rules and Procedures designed to facilitate the expeditious, fair,
discreet, and impartial handling of all complaints or matters brought before it. The Rules
and Procedures, and any subsequent deletions, additions, or amendments thereto, shall be
subject to the approval by the Executive Board in legal session, and to annual review and
approval in the Annual Meeting of Council.

SECTION D - MEMBERS' RIGHTS COMMITTEE PROCEDURES

The following is the form by which proceedings are initiated:

1.

A member, group of members or chapter of the Piano Technicians Guild may submit a
formal written complaint of professional misconduct to the Chairman of the Members'
Rights Committee, and to the accused.

The Chairman of the Members' Rights Committee shall contact the accuser(s) and the
accused within 10 days of receipt of complaint to determine if the complaint can be
interpreted as an issue of a dispute that may be resolved by negotiation. If the accused and
accuser(s) agree to negotiate in good faith within 14 days of being contacted by the
Chairman, the accuser(s) shall suspend the formal written complaint.

If a resolution has not been reached within 21 days of agreement to negotiate, either the
Committee or the negotiating parties may agree to extend negotiations an additional 21
days, or negotiations may be discontinued by the Committee or either of the parties. If
negotiations are discontinued, or if no resolution has been achieved after an extension, the
formal complaint shall be reinstated.

If the accused and accuser(s) have been unable to agree to negotiate in good faith, or
negotiations have failed, the formal complaint, along with a report and recommendations if
any, shall promptly be transmitted to the Chairman of the Ethics Committee.

SECTION E - ETHICS COMMITTEE AND EXECUTIVE BOARD PROCEDURES

The following procedures shall apply to any written complaint of professional misconduct
against a member of the Piano Technicians Guild.

1.

2.

The Ethics Committee shall determine whether the complaint falls within its jurisdiction
and whether there is probable cause to believe that the complaint may be well founded.

If the Ethics Committee, in its preliminary determination, finds that it does not have
jurisdiction or that there is a lack of probable cause to believe that the complaint may be
well founded, it shall dismiss the complaint. It shall issue a report of such determination to
the Executive Board, setting forth the basic facts but omitting the names of the parties, and
stating the reasons for its decision to dismiss. Notice of such determination shall be sent to
the accuser(s) and to the accused.

If the Ethics Committee finds that it has jurisdiction and that there is probable cause to
believe that the complaint may be well founded, it shall give notice of the filing of a
complaint to the accuser(s) and the accused, and, in accordance with the Rules and
Procedures of the Ethics Committee assemble written data from both the accused and
accuser(s) which will permit the Ethics Committee to determine whether the complaint
requires a hearing.
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The Ethics Committee may appoint a member of the Piano Technicians Guild who is not a
member of the Committee to investigate the complaint and present the charge(s) on behalf
of the Piano Technicians Guild to the Committee. A Committee member or alternate
chosen to investigate a complaint and present the charges to the Committee shall not sit in
deliberation on such complaint. Any persons involved with conducting or managing an
investigation shall not have previous specific personal history with the member charged.
The defendant shall have the right to request a substitution for just cause.

If, as a result of an investigation, the Ethics Committee decides to dismiss the charge(s)
without a formal hearing, it may do so. It shall notify the accused and the accuser(s) of its
decision and shall issue a report to the Executive Board setting forth the basic facts but
omitting the names of the parties and stating the reason(s) for its decision.

If the Ethics Committee decides to formally hear the charge(s), it shall give both the
accused and the accuser(s) a reasonable opportunity to be heard and to confront each other.
The Committee shall schedule a hearing and notify all parties involved in a timely manner.
Upon notification of a hearing, all voting rights of the accused shall be suspended (except
as relate to the disciplinary process), and the accused member's chapter shall have the right
to determine if the accused may attend chapter functions, pending disposition of the case.
The Ethics Committee shall hold the hearing to make a decision either to dismiss the
charge(s), or issue a recommendation to reprimand, suspend, or expel. The decision shall
be announced at the hearing, and written notice of the decision shall be mailed to the
accused and to the accuser(s). The Ethics Committee shall then make a report to the
Executive Board on its decision including reasons and any recommendations, if needed, for
further action. Any persons involved with conducting or managing a hearing shall not have
previous specific personal history with the accused. The accused shall have the right to
request the substitution of a member with an alternate for just cause.

Within three weeks of receipt by the Executive Board of an Ethics Committee
recommendation and report from the hearing, the Executive Board, upon a vote of two-
thirds (2/3) of the members present and voting shall make a decision either to concur with
the recommendation of the Ethics Committee to reprimand, suspend, or expel the member
accused of professional misconduct, or make a decision to reduce the restriction on
membership or dismiss the charge(s). The Executive Board shall then notify the Accused,
the Accuser(s), and the Ethics Committee Chair of its decision within 10 days. No member
of the Executive Board, who is the subject of a pending accusation under the provisions of
this Code, shall sit in deliberation on any matter concerning professional misconduct.

SECTION F - APPEAL PROCEDURES

The following is the form by which an appeal is conducted:

1.

The accused has the right to appeal from the action of the Executive Board to the
membership of the Piano Technicians Guild. In effecting an appeal, the appellant must file
a brief written notice of the appeal, together with any written statement he may wish to
submit in his behalf, with the Secretary Treasurer not less than seventy (70) days prior to
the next Annual Meeting of Council. The Secretary Treasurer shall immediately advise
each member of the Executive Board of the appeal and shall forward to each a copy of the
supporting papers submitted by the appellant.
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The Executive Board shall then prepare a written statement of the reasons for its actions
and file the same with the Secretary Treasurer not less than forty (40) days prior to the next
Annual Meeting of the Council Delegates.

Within twenty (20) days thereafter, the Secretary Treasurer shall mail to each voting
delegate to Council a copy of the appellant's notice of appeal and his/her supporting
statement, and a copy of the Executive Board's statement.

A vote of two thirds (2/3) of the delegates present and voting at the Annual Meeting of
Council shall be required to overrule the action of the Executive Board in regard to
reprimand, suspension or expulsion of a member. In overruling the action of the Executive
Board, Council may choose to reduce the restriction on membership or dismiss the charges.
The accused member's chapter delegate may not vote on such questions.

SECTION G - COMPLAINTS AGAINST ELECTED OFFICERS

A formal written complaint against an elected officer, an elected committee member, or an
elected committee officer for misconduct in performance of official duties shall be delivered to
the Chairman of the Members' Rights Committee and to the accused.

1.

An elected officer, an elected committee member, or an elected committee officer may be
removed for cause, which shall include willful negligence in performance of duties, and
failure to disclose necessary information in business matters.

Due process shall be according to Disciplinary Code Sections 4 and 5, except that basis of
formal complaint shall be Section 7-a, liability shall be removal from office, and Section 7-
c shall apply.

If the Ethics Committee after a hearing recommends that an elected officer, committee
member, or committee officer be removed for cause, and the Executive Board concurs with
the Ethics Committee by a 2/3 vote, the accused officer, committee member or committee
officer shall be suspended from his/her official duties pending an appeal.

SECTION H - RIGHTS OF AN ACCUSED MEMBER

1.

An accused member has the right:

a.  to prompt written notice of complaint.

b.  to expect that knowledge of complaint or any investigation thereof shall be restricted
to those who have designated authority to have such knowledge.

c.  toreasonable notice of a hearing and a reasonable opportunity to attend.

d.  to the opportunity to confront and cross-examine the accusing member and to refute
all complaints and allegations.

e.  to due process and a fair hearing before an unbiased panel.

If the accused offers to resign membership in PTG during Members' Rights Procedures

(Section 4), no action shall be taken until either case is resolved by the Members' Rights

Committee, or the case is referred to the Ethics Committee. If the case is resolved by the

Members' Rights Committee, the accused may resign subject to Bylaws (Article V, Section

E). If a case referred from the MRC to the Ethics Committee is accompanied by an offer to

resign from the accused, or if the accused offers to resign while the case is in the Ethics

Committee, the Ethics Committee shall decide within two (2) weeks upon receipt of such
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offer if it is in the best interests of PTG to accept it. The Chair shall notify the accused, the
accuser(s), and the PTG Executive Board within ten (10) days of the Committee's decision.
If the accused offers to resign while the case is in the Executive Board, the Executive
Board shall decide within two (2) weeks upon receipt of the resignation offer if it is in the
best interests of PTG to accept such resignation. The Executive Board shall notify the
accused, the accuser(s), and the Chair of the Ethics Committee within ten (10) days of its
decision. If either the Ethics Committee or the Executive Board accepts the resignation,
the accused may resign, subject to Bylaws (Article V, Section E).
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PIANO TECHNICIANS GUILD
CODE OF ETHICS
I will act honorably and in a professional manner.

I will render the best possible service under the circumstances, always keeping the best
interests of my client in mind.

I will uphold the principles of honesty and integrity for which the Piano Technicians Guild
stands.

I will use the name and trademarks of the Piano Technicians Guild properly and will
encourage others to do the same.

I will strive to upgrade my professional skills and I will encourage and help others to do the
same.

I will promote, in any way that I can, good will toward my profession and toward the music
industry.

I will engage only in business practices that are in accord with the antitrust guidelines as set
forth by the Piano Technicians Guild.
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