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Best Practices for Museum Educators

Sample checklist for the BMA
1. Establish clear responsibilities.
Sample Checklist:  Museum Responsibilities

· Provide families with free admission and access to galleries.
· Inform teachers of gallery closures or important art works that are off view.
· Arrange for set-up (registration tables and chairs at entrance).
· Provide floor plans.
· Edit self-guide provided by teachers and obtain museum approval. 
· Provide at least one staff person to be on hand to make sure set up and materials are available.

Sample Checklist:  Teacher Responsibilities:
· Provide publicity and promote the event with teachers and students.
· Staff the welcome table. 
· Write, print, and bring a sufficient quantity of self-guides.
· Provide golf pencils to use in the galleries.

2. Clear all plans with Museum Security well ahead of time.  Explain museum regulations to teachers so that they will take museum rules into account when planning activities.  Explain why some rules are absolute and non-negotiable.

Sample Checklist: What Security Needs to Know
· Estimated number of participants.
· Location of activities.
· Special programs or activities that would require extra guards.
· Special materials (such as sketchbooks and pencils).
· Access to galleries that might be closed. 

3. Set clear deadlines for set-up requests and submission of printed self-guide for editing and approval.   Explain that numerous staff are involved in reserving spaces, providing set-up, and approving printed materials.  Allow plenty of time for the P:QT plan to make its way through staff in-boxes. 

4. Don’t assume that families are aware of museum rules. Avoid embarrassing situations by providing teachers with guidelines to share with their students and families before the event.   Explain why regulations are important to keep artwork and visitors safe.  

Sample Checklist: What Families Need to Know

· Museum visitors my not touch artworks or run in the galleries.
· Markers, ink pens, and scissors may not be used in the galleries.  Pencils are okay.
· Visitors should not lean on display cases.
· Food and drink may not be carried into the galleries.  Food and drink are allowed in the Lobby and Sculpture Garden.
· Large bags or backpacks (over 11” x 14”), baby backpack carriers, and umbrellas must be placed in lockers before entering the galleries.   Strollers are allowed in the galleries.
· Smoking is not allowed anywhere in the Museum.
· Photography is permissible in existing light.  Flash photography is not allowed.

5.  Trust teachers to plan and carry out the event in ways that serve their audience best.  Let them do it.  They know their audience and will do it well.
Best Practices for Teachers
· Promote the event within schools.

· Request a welcome table in the museum.

· Staff the welcome table with teacher volunteers.

· Create and provide self-guides.

· Check with the museum to see what materials are acceptable.

· Start preparing early; get others excited.

· Invite art teachers.

· Respect the uniqueness of a museum setting.

· Encourage publicity by notifying local press and interested parties.

Contact Information

· Elizabeth (Lisa) Stuart: Art Instructional Specialist, Montgomery County Public Schools, Md.

· Elizabeth_G_Stuart@mcpsmd.org

· (301)279-3835

· Kimberly Haden: Art Teacher, Potomac Elementary School, Montgomery County Public Schools, Md.

· Kimberly_D_Haden@mcpsmd.org

· Katie Gill-Harvey: Lower School Art Teacher, Bryn Mawr School, Baltimore, Md.

· artgillharvey@yahoo.com

· Linda Andre: Interpretation Manager, Baltimore Museum of Art, Baltimore, Md. 

· Landre@artbma.org

· Elisa Patterson: Coordinator of High School and Community Programs, National Gallery of Art, Washington D.C.

· E-Patterson@nga.gov
For more information, please visit: 

www.projectqualitytime.org

NOTES:
Interested in bringing Project: Quality Time to your school/district/state?

Please fill out this form and hand it to one of the presenters: 

Name: ___________________________

School/District: _____________________

_________________________________

State: ____________________________

Phone Number: ____________________

Email: ____________________________

How do you see this program working in your school/district/state? What inspires you about this program? 

_____________________________________________________________________________________________________________________________________________________________________
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