WELCOME

We would like to welcome you into the Docent Program at the Georgia O’Keeffe Museum.  We hope your time and experience as a docent is both enriching and rewarding.  Communication is the foundation of touring, and we hope that you will keep us informed of not only the highlights you encounter, but the problems as well.  We thank you for being an important and valuable part of our Museum.

Docent Benefits

· Opportunities to gain and share information about art and art history

· Meet others interested in art

· Meet curators and artists

· Use of Education Department resource library; including books, videos, audio tapes & catalogues

· Free admission to the Museum

· Museum Newsletter and other mailings

·  Training materials, articles on art history and teaching tips

· Advance notice of Museum programs

· Free admission for one to Museum-sponsored lectures/programs

· Receive 25% discount on exhibition related books; 10% on other items from the Museum Shop; Museum Shop Catalogue

· Annual appreciation holiday brunch

INFORMATION ON THE GEORGIA O’KEEFFE MUSEUM
Mission Statement

The Georgia O'Keeffe Museum and its Research Center are dedicated to perpetuating the artistic legacy of Georgia O’Keeffe and to the study and interpretation of American Modernism.  Through its collections, exhibitions, publications, and education programs, the Museum contributes to scholarly discourse and serves diverse audiences.

Goals of the Museum

· Assemble a permanent collection representing the best examples of Georgia O’Keeffe’s work

· Create a Research Center committed to the scholarship of O’Keeffe and American Modernism

· Originate a schedule of changing exhibitions and education programs that continue to draw popular and critical acclaim while expanding the understanding of O’Keeffe’s oeuvre

· Create a secure financial foundation that will support the Museum’s endeavors

· Form partnerships to work collectively with other cultural organization nationally, internationally, and in New Mexico to advance the Museum’s collection and public and scholarly programs

Education Goals

· Create and sustain high caliber education and public programs that focus on key local and regional initiatives and that may have a national or international impact, further serving all aspects of the Georgia O’Keeffe Museum.

The Museum will create programming targeted to the local population and strengthen current statewide programming to encourage repeat visits and instill a sense of community and statewide ownership.  It will develop selective and effective programs with local schools and will continue to enhance programs for adults, colleges, and cultural tourists.

· Make every effort to ensure that the Museum is perceived as a good neighbor.

The Museum will work collaboratively with appropriate community organizations and make every effort to recognize Santa Fe’s unique characteristics and history.  It will explore opportunities to share strategically the resources of the Museum and its Research Center with local organizations and to contribute to the cultural life of Santa Fe.

The Visitor’s Experience
· Enhance the visitor’s experience

· Enhance worldwide awareness of the Museum through marketing efforts and communications programs.

The Museum will create a cohesive image and promote itself locally and regionally to build community awareness.  The Museum will work with other cultural organizations, including the Santa Fe Arts Commission, to improve Santa Fe’s reputation as a major national arts center and a significant cultural tourism destination.

Education Philosophy

The Georgia O'Keeffe Museum’s Education Program is committed to making art education accessible to the surrounding community and beyond.  The mere nature of a Museum’s purpose is to enlighten and educate visitors when they walk in the door.  Beyond visitation to the Museum, the Education Department informs individuals and groups through instruction and dialogue on the art and history of Georgia O’Keeffe and American Modernism.  Through its programming, the Museum attempts to bridge gaps between culture, socioeconomic background, ethnicity, language, age, learning style and physical ability.  Programs include: pre- and post-visit lessons; docent tours; outreach workshops at schools, pueblos and community service organizations; professional development for teachers; week-end, yearlong family programs; the O’Keeffe Art and Leadership Programs; adult learning programs; public lectures and performances based on specific aspects of the exhibition.

History of the Georgia O'Keeffe Museum

The private, non-profit Museum was founded in November 1995 by philanthropists Anne and John Marion, part-time residents of Santa Fe.  The Museum building was designed by architect Richard Gluckman, whose projects have included the recent gallery addition at the Whitney Museum of American Art’s permanent collection in New York and the Warhol Museum in Pittsburgh, PA. The Museum opened to the public in July 1997, eleven years after the death of the artist from whom it takes its name. Since then, the Museum has welcomed more than 1,300,000 visitors from all over the world. Gluckman designed the interiors of the Museum to have a similar aesthetic feel to O’Keeffe’s home in Abiquiu.  These successful design techniques are apparent in the smooth surface of the walls, the dark, stone floors that have a dirt-like quality, and the serenity of the space.  The Georgia O'Keeffe Museum is the first art museum dedicated to the work of a woman artist of international stature.  
In 2006, the Georgia O’Keeffe Foundation’s collection of approximately 830 O’Keeffe artworks, extensive collections of photographs as well as archival materials, and O’Keeffe’s house and studio in Abiquiu, were transferred to the Georgia O’Keeffe Museum, thus firmly establishing the Museum as the single most important and comprehensive repository of O’Keeffe’s work and materials relating to it. This allows the Museum to fulfill its mission of perpetuating, conserving, and interpreting her artistic legacy.

The collection includes major gifts contributed by The Burnett Foundation, The Georgia O'Keeffe Foundation, Anna Marie and Juan Hamilton, Gerald and Kathleen Peters, Anne W. Marion, The Stephanie Janssen Trust, Anne W. Phillips and Clare and Eugene Thaw.

Georgia O’Keeffe Museum Research Center

The Research Center is scheduled to open July 2001.  It will provide fellowships to scholars to pursue projects relevant to the study of American Modernism and to the art and life of Georgia O’Keeffe.  Areas of study will include art and architectural history, literature, music and photography.

FACTS

· The Museum is located at 217 Johnson Street in downtown Santa Fe.

· During the months of July through October the Museum is open seven days a week.

Museum Hours are Monday, Tuesday, Wednesday, Thursday, Saturday and Sunday 10am until 5pm; Friday from 10am until 8pm.  From November through June the Museum is closed on Wednesdays.

· Admission is $8 for adults, $4 for New Mexico residents, free for children 17 and under.  Students 18 and older $4. Seniors (60+) can visit the Museum for a $7 charge. Admission is free to the public between 5 pm and 8 pm on Friday evenings.  A $7 per person rate is available for groups of 10 or more. The per person group rate for a docent led tour is $10. For visitor information, call (505) 946.1017 or visit our website at www.okeeffemuseum.org.  To book a tour call 505-946-1019
· An audio tour guide of the Museum is available to visitors.  Curator Barbara Buhler Lynes narrates the tour, describing and providing background information for a selection of O’Keeffe’s works from the permanent collection and special exhibitions.

· Family Audio tours are sometimes available.

· Education and outreach programs at the Museum include internships teacher workshops and seminars, summer and after-school programs for young people, a lecture series and development of a specialized school partnership program.

· The Museum Shop carries a wide variety of merchandise including posters, catalogues, books, note cards jewelry, postcards, distinctive glass and ceramic pieces as well as other gift items.

· The O’Keeffe Café is adjacent to the Museum on its west side and serves fresh, simple and seasonal dishes.

PHILOSOPHY AND TECHNIQUES

Docent Mission Statement

Docents at the Georgia O'Keeffe Museum contribute time, energy and ideas to make the art within the exhibition accessible, understandable and rewarding to visitors of the Museum.  By creating a dialogue with the visitors about the works of art, docents stimulate observation, speculation, possibility and connection.

Our Mission is to support The Georgia O'Keeffe Museum’s exhibition programs in the following ways:

· Devote time, energy and enthusiasm to the docent program.

· Study and creatively prepare for each new exhibition by reading accompanying exhibition materials information and by attending openings, lectures and exhibition walkthroughs.

· Continually evaluate and refine touring techniques.

· Keep informed about exhibition dates, tour times and training schedules.

· Be punctual, flexible and dependable.

· Find a substitute docent if unable to make your scheduled time.

· Inform the Education Department if unavailable for a given period of time.

· Attend all training sessions.

· Inform the Education Department when faced with a confrontation or otherwise uncomfortable situation.

· Read about art and art history, attend lectures and visit other museums and galleries.

· Utilize the Education Department resource library.

· Develop future audiences of art enthusiasts.

· Abide by the annually signed Docent Contract, giving 100 hours per year, with 60% of those hours being tour hours.

As docents, we are accessible to the visitor to answer any reasonable questions they may have about the art within the exhibition.  We provide either a brief orientation about the artist(s) and the history thereof, or a tour on the exhibition itself.  We attempt to stimulate a dialogue about how visitors may see the works of art.  We are reminded that there is no right or wrong answer and that the goal is to leave the visitor with the feeling of having learned something new.  We encourage active participation on the part of the docent and the visitors.  Docents are teachers, however, the style and form of is different from the classroom model.  We engage the viewers while learning from them.  Each group will be different and the docent is reminded to take this into consideration when touring.

Docents are representatives of the Georgia O'Keeffe Museum and their presence is the public’s link to the institution.  Docents personal opinions are valued by the staff but are not relevant to their role as a representative of the Museum or as a guide to the exhibition.

On the other hand, a docent’s observation can act to stimulate seeing on the part of the visitor.  We ask that as a docent, you don’t share subjective or negative thoughts about exhibitions or individual artworks or artists, but rather inform about the art from an objective, educator’s perspective.  Also, please honor the requests of visitors for focusing on certain parts of the exhibition.

TOUR PROCEDURES

Each docent is responsible for the following:
· Arrive at the Museum 15 minutes before scheduled.  Be sure that Admissions and Security is aware of your arrival.
· Make an announcement between 2 to 5 minutes before you begin your orientation or walk-in tour “Good Morning/Afternoon welcome to the Georgia O’Keeffe Museum there will be a docent orientation/tour beginning in the courtyard/gallery 7 in 5 minutes.”
· If your group is no larger than 15 people check with security to determine whether you can walk your group through the Museum or will need to do an Orientation.

· If your group is larger than 15 people you will need to do an Orientation instead of a touring your group.

· Keep in mind the demographics of the group you will be touring.

· Keep the topic and goals of the tour in perspective.

· Know how long the tour will be.

· If touring with another docent, arrange your tour jointly in order to be most effective.

· Wear your docent badge

· Sign-in and put in your hours in the Docent Book upstairs in the copy room.

· Check bulletin board for on-going messages and notices.

WALK-IN TOURS – 10:30AM to Noon – we ask that docents remain on duty for the entire hour and a half.
Unless the Museum is closed there are scheduled daily Walk-in tours at 10:30am to Noon
· Meet and greet your tour group.  Wear your docent badge to identify yourself.  .

· Once the group has gathered, introduce yourself.  Discuss group guidelines for touring the Museum. 

· Determine preconceptions the group may have.  Have they been to the Georgia O'Keeffe Museum before?  Have they been to other museums before?  Talk briefly about the Museum and the Museum’s mission and goals in promoting American Modernism through the works of Georgia O’Keeffe and others.

· Explain the theme of the exhibition.  Pose questions that will be addressed.  Give a brief description of the work to be seen and a background of the art and artists in the exhibition.

· As you take the group around the Museum’s galleries, keep in mind that your purpose is to make the tour an enjoyable experience for the group and for yourself.  Avoid a lecture-style tour by encouraging open-ended questions and comments.  Encourage dialogue and participation, making eye contact with all members of the group.  Ask group members about their individual reactions; how do they feel about what they see and experience?  Do not tell the group of your personal observations until they have shared their thoughts.  Keep positive.  Enthusiasm is infectious.

· Voice modulation is important.  You don’t want to sound boring.  Encourage questions by asking them.  If you use long words, define them.

· As you finish you tour, wrap-up with a review.  Invite visitors to return soon, informing them of up-coming programs.  Encourage bringing friends and families on Friday evenings as we stay open late and offer free admission.
· You, as a docent/teacher/guide, are in a unique position representing the Georgia O'Keeffe Museum to the public at an intimate level.  It is important that you make visitors feel comfortable and welcomed.  It is never appropriate to discuss the monetary value of the works of art; please refrain from such topics.  Docents must remain objective while representing the Georgia O'Keeffe Museum.  If you notice any problems with works of art during your tour, it is important that you inform the Education staff.
ORIENTATION 

Orientations are done when your group exceeds 15 people or the Museum is crowded.

· Meet and greet your tour group.  Wear your docent badge to identify yourself.  Introduce yourself to group leader to verify length of tour and number of people in the group.

· Allow for people to gather in either the courtyard or the large gallery.

· Give a brief, personalized introduction on the artist(s) and the Museum and the exhibition.

· Announce that you are available for questions until the end of your duty (1 ½ hours) and wander through the galleries during the remaining time of your duty.

· Answer questions as thoroughly and accurately as possible.

ANY TIME TOURS

Docents can give a tour/orientation at anytime. Docents can sign-up on the docent calendar and do a tour/orientation at anytime.  This is only when all the advertised 

10:30 Walk-in Tours and the Special Tours are booked.  If you sign-up on the same day for an Any Time Tour please call Admissions 946-1017 and let them know what time you will be in that day so that they can inform the public. 

SPECIAL TOURS/FACILITY RENTALS

Special Tours can occur at anytime during Museum hours and after hours.

· Special tours are scheduled group tours that take place when the Museum is opened to the public and can be scheduled at any time during the day.

· Facility Rentals are when a special group rents the Museum after hours and requests a docent.
· Meet and greet your tour group.  Wear your docent badge to identify yourself.  Introduce yourself to group leader to verify length of tour and number of people in the group.

· There may be special requests related to the Special Tours and Facility Rentals. Some information about the tours will appear in the Description box of the Docent Calendar and any additional information with be given to you ahead of time.  

SCHOOL GROUP TOURS
School Groups can be one class/or multiple classes.

Some school groups will request a tour with art lesson.

We often book School Groups before the Museum opens to the public or on Wednesdays during the winter hours when the Museum is closed.

Some important information to stress to your school group before touring
· During your greeting please orient your group to what we expect while touring the Museum.  It is important to stress Museum behavior.  Ask your students what they think are good things to do while touring the Museum and what behaviors they think may not be a good idea. If asked most students are aware of what is expected of them while in the Museum). Stress why these behaviors are important and be sure to include the information given in the following paragraphs.

· When orienting your group please stress the importance of staying with the group for the students, teachers and chaperones. 

· Distance from the art work.  We suggest arms length, however it is best to visually demonstrate how far away that is from a painting by standing that far from the paintings yourself.

· A good way to obtain students attention is to ask the group: “Do you know where we are?”  “Who knows what the rules are in an art museum?”  Explain the reasons for not touching art works: our skin contains harmful oils and the artwork may be permanently damaged if you touch it.  Explain that Museum staff wears gloves at all times when hanging and/or installing art works.

· In a school group, if you have a disruptive or unruly individual, ask his/her name, and then call on that member to answer questions.  Giving that person individual attention can bring them into the discussion and make them feel more a part of the group.  Sometimes individuals may have problems that have nothing to do with you, your tour or the individual’s reactions to the Museum.  Don’t concentrate on an unruly individual to the point that it detracts from everyone else.   
· If inappropriate behavior continues, ask the chaperone to accompany that individual member to the entrance to wait for the rest of the group upon completion of the tour.  If the entire group is having problems and repeated efforts to control the group have failed, end the tour early.  Walk the group to the front entrance.  This should not be necessary, but it is important that you set the tone of the tour and are in charge at all times.
Touring School Groups

· Greet the teachers, chaperones and the class(es) at the Museum.  The orientation for school groups will include in the courtyard or the lobby if threes is only one class and the Museum is closed.  When there is more than one class the orientation can take place in the courtyard whether permitting or in gallery 7 

· Your greeting should include an introduction to the Museum and what the tour and art lesson will be focusing on and what behaviors are expected when touring in the Museum...  If there are two groups please inform them about the switch that will take place. (See below).
· School groups sometimes come with two classes or more at a time and require one docent per class size (approximately 20-25 students) the number of docents needed will be listed on the Docent Calendar.
· School Groups are offered the opportunity to have an art lesson along with a tour of the exhibition.  

· The art lesson is related to the exhibition, is designed by the education staff and held at the Education Annex.

· When an art lesson is scheduled the group will be split, one group will tour the Museum while the other group does the art lesson at the Education Annex.

· Each session, tour and art lesson will be about 45 minutes and then the classes will switch. 

· For a one class school group the docent will do the tour and the same docent or another docent will do the art lesson (if requested).

· Be time sensitive.  Schools will often have another appointment or a bus to catch.
GEORGIA O’KEEFFE MUSEUM DOCENT POLICES

TRAINING

All docents must complete and fulfill the requirements of the docent-training program provided by the Education Department.  A new docent is expected to shadow veteran docents while touring as a means of learning touring methods.  Docents may not give tours unless they have attended, or listened to a tape of, the walkthrough of the exhibition and have studied accompanying written information.  Audio or videotapes of training sessions will be available in the education office.  Docents must attend scheduled monthly meetings and all training sessions.

TOUR AVAILABILITY

On becoming a docent, individuals are asked to consider and note on their contract the day(s) they are most likely to be available throughout the year to offer tours.  If a docent cannot make his/her scheduled tour, it is the docent’s responsibility to find a replacement and notify the Education Department of the substitute’s name.

TIME COMMITMENT

Whether at the Museum to give a tour, attend a meeting, education programming or a training session, a docent should sign-in the Docent Book so that we may keep an accurate record of the total number of volunteer hours.  Collecting and monitoring volunteer hours is important for grant writing purposes.  Docents are asked to volunteer a total of 100 hours per year with 60 of those hours devoted to touring.  The Docent Book is kept upstairs at the Museum in the back of the copy room.

EDUCATION 

Monthly meetings will cover exhibition and touring information.  Tour sign-in sheets will be available at these meetings.  Training sessions will include preparatory lessons on O’Keeffe and American Modernism as well as information on current and future exhibitions.  If a docent is unable to attend exhibition walkthroughs, an audio tape recording will be making available and the docent must follow a guided tour before giving their own tour.  Reading material must be read and studied in order to maintain educational ability.

MEMBERSHIP

Docents are requested to become a member of the Georgia O'Keeffe Museum.

EVALUATION PROCESS

Once a year docents will be formally evaluated by the Director of Education and/or a docent/peer.  This will consist of the following: 

· An assessment of tour techniques.  Your tour will be shadowed by the evaluator and an evaluation form will be completed as thoroughly as possible.

· Compliance with procedures and guidelines outlined in Docent Manual.

· Self-evaluation

BULLETIN BOARD

Please check the docent bulletin board in the copy room, above the Docent Book, for additional reading material and updates.  You may use this to communicate and share information with fellow docents.

DRESS CODE

Please consider your audience when you dress for a tour.  A neat, casual appearance is appropriate for public and education tours.   Remember that you are a representative of the Georgia O'Keeffe Museum.  Docents are asked to dress up for after hour events.

PARKING

The Museum is able to provide parking in the Chapelle Street parking lot and ONLY while the docent is touring at the Museum. Docents will be given a DOCENT ON DUTY sign that must be displayed in plain view on the dash board of their car when touring in the Museum. It will be necessary to find street parking for meetings or other events. 

Docents are asked to provide security with the make and license plate number of their car. 
BADGES
At the completion of the Docent Training the docent will receive a photo badge that must be worn and displayed while on duty at the Museum.

TOUR CANCELLATIONS

Cancellations are an inevitable part of scheduling tour groups.  Last minute changes do occur.  When possible, the Education Department will let you know ahead of time.  We ask all docents to be understanding in these situations.  Size of your group will vary for your regularly scheduled public tours.

LEAVE OF ABSENCE

Docents who are unable to participate in the program for an extended period of time should inform the Education Department of the dates they will not be available.  

RESIGNATION

Any docent wishing to resign from the program is asked to submit a letter to this effect to the Education Department and return their docent photo badge.  
DOCENT RESPONSIBILITIES
“MUSTS AND SHOULDS” AS TAKEN FROM “THE INTERPRETER”
1. We must know ourselves, our personalities, our strengths and our weaknesses.  We must acknowledge the extent of our dedication to the subject matter, the museum, and the community, and then, make commitments that we can keep.

2. We should maintain a professional attitude, keeping a mature outlook that does not reveal personal opinions or personal problems.  We must be sure to carry out, in a willing manner, the responsibilities that are assigned to us.

3. We must learn the educational philosophy of the institution for which we are conducting tours.

4. We should understand how different people learn, since guiding tours of a museum is, in fact, teaching.

5. We should understand museum visitors, their general intellectual abilities, their abilities, their limitations, and their physical limitations.

6. We should understand all facets of interpersonal communication skills, and adapt our bodies and minds to the task of getting our message across.

7. We must know our subject: an overview of art history, Georgia O’Keeffe and American Modernism in particular.  Keeping current with trends in the art world, visiting other museums and reading art-related periodicals are important.

8. We must have detailed information about the specific subject or exhibit we are touring.

9. We should have interpretive strategies that will enable us to know exactly how to get a point across.

10. We should be ready to change direction or react to an unexpected situation whenever problems arise.

11. We should be gracious and friendly with all visitors.
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