              Guidelines for Gallery Sitters
OPEN THE GALLERY
· Before arriving double-check the gallery sitting schedule, or check with your Show Chair to make sure that you have the right day, and time.
· If it is your first time gallery sitting please make sure to alert the Show Chairman ahead of time, and/or the Gallery Manager so that they may walk you through the procedures. 
· Put the OPEN flag in the holder on the outside of the building (if you are facing the building the flag holder is located to the far right side of the building).

· Flip the CLOSED sign in the gallery window to read OPEN.
· Turn on all lights in gallery and gift shop.

· Adjust the heat, or air conditioning as needed.
· Check the gallery for overall neatness and tidy up if needed, i.e. sweep, dust, check bathroom for supplies. 
· Be sure that you have located: the YAA 2010 Artist Agreements book, the binder labeled                       “Instructions for Gallery Sitters,” and the Check List for use during your shift. Also, make sure that the gift shop artist listings and pricing binder is in its place in the gift shop.
· Make sure the artist’s biography book is accessible to visitors, as well as the guest book.
CHECK LIST

·    In the gallery you will find a clipboard with check lists attached. (In an attempt to streamline procedures, this Check List has replaced the Log Book.) Please sign, and date this checklist, and use it as your guide during opening, and closing procedures. Also use it to record the number of visitors during your shift, and tally up the total number of visitors at the end of the day. Feel free to record any notes, or write down any questions that visitors may ask during your shift. If there is not enough room on the front of the checklist, please utilize the reverse side of the paper.

WELCOME VISITORS/TALK ABOUT THE SHOW/HANDLE SALES
· Call visitors’ attention to the Artist’s Biography Book, and offer to answer any questions.  (Put a note in the book if an artist’s bio is missing, and also note this on the check list.)
· Invite visitors to sign the Guest Book, and provide their e-mail address and tell them about YAA future shows.

· Offer a YAA membership brochure, or application to interested parties.
· Please make sure you record any gallery sales in the YAA 2010 Artists Agreement Book, and all gift shop sales in the Artist Listings and Pricing Notebook (located in the Gift Shop).
CLOSING THE GALLERY
· Bring in the flag, turn OPEN sign to CLOSED and turn off lights except for one light in back of gallery (turned on, and off by the left hand switch by the back door).

· Before leaving please check that all windows are closed and locked and that the bathroom and kitchen faucets are completely off.  
· Complete the Gallery Sitter’s Checklist during your shift and please put it on the Gallery Manager’s desk before you leave.
· Lock door by turning bolt to the left. (You may have to raise the door knob slightly as you are locking the bolt.)
· Before leaving, double-check that the door is locked. 
