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Latrobe Regional Gallery

138 Commercial Road Morwell Victoria Australia 3840

Email: lrg@latrobe.vic.gov.au

Phone: (03) 5128 5700 

General Group – Booking Form
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Return to Public and Education Programs Officer on fax no. 5128 5706 or email lrg@latrobe.vic.gov.au
Contact details:

	Title (please circle):
	   Mr  /  Mrs  /  Miss  /  Ms
	Date:
	

	Contact Name:
	
	Contact Surname:
	

	Group/Organisation:
	


	Postal address:
	

	
	Town:
	
	State:
	
	PCode:
	

	
	

	Phone:
	

	Mobile:
	

	Fax:
	

	Email:
	


Excursion details:

	Date of visit:
	

	Arrival:
	

	Departure:
	

	Ave. age of group:
	

	No. Participants:
	

	Booking Type:
	Self Guided Visit:                                Staff Guided Visit:                 

	Focus of Visit:
	


Staff Guided Visits incur a $5 fee per person, please tick the box if you require a tax invoice to be arranged. 
I/we acknowledge and understand the information provided in the Group Resource and agree to the terms and conditions of the Latrobe Regional Gallery’s code of conduct. 
	 Signature:
	
	Date:
	



Staff Use Only:

 FORMCHECKBOX 
 Entered  FORMCHECKBOX 
 Confirmation sent  FORMCHECKBOX 
 Program completed  FORMCHECKBOX 
 Invoiced/Paid
	Staff Signature:
	
	Date:
	


Group Resource
Information Guide
Latrobe Regional Gallery has designed the Group Resource to help groups prepare for their visit to the Gallery. We understand that for many visitors this might be their first visit to an art gallery and we want this to be an enjoyable, enlightening and memorable experience for them. Please read the following information in preparation for your visit and do not hesitate to contact the Gallery if you require any further information.   

GALLERY CODE OF CONDUCT

Please ensure that members of group are aware of the following Code of Conduct prior to coming to the Gallery.

· GROUP LEADERS

A supervising group leader must accompany the group throughout the visit to actively monitor group behaviour.

Unlike museums, artworks are on open display. Whilst staff members are trained in managing groups it is the group leader’s responsibility to oversee general behaviour and to intervene when necessary.

· DO NOT TOUCH ARTWORKS

Discuss the ‘no touch’ rule. Why can’t we touch art? Touching causes dirt and natural oils from a person’s hand to damage the art. Understanding the uniqueness and fragility of the artworks and why visitors must take care not to touch should be discussed with the group prior to their visit. Groups should remain at least one metre away from the art works.
· NO FOOD OR DRINK

Food and drink and chewing gum are not allowed in the Gallery spaces. As well as direct damage, vermin prove a constant hazard to artworks. 

· NO PHOTOGRAPHY

No photography by the general public is allowed in the Gallery. This includes photography of artworks and general interior Gallery shots. The Gallery is obliged to implement this regulation so as not to infringe strict copyright rules pertaining to works of art. Filming and photography of visiting exhibitions is prohibited at all times with the exception of the Media.

· NO RUNNING OR SHOUTING
Many people think you have to whisper in a Gallery, this is not true. However the Gallery is a public building and it can be disturbing for other visitors if groups are shouting and making lots of noise. We do not allow running in the Gallery for both the safety of the artworks and the safety of visitors themselves. 

EMERGENCY EVACUATION AND FIRST AID

· Gallery staff will be on duty during the period of your visit. 

· Latrobe Regional Gallery has a fully documented and comprehensive emergency action plan.
· When the evacuation alarm is sounded the group leader should keep their group together and follow the instructions of the staff member on duty in their area. All groups will be evacuated by the safest possible exit to a nominated assembly area. This is the responsibility of, and is managed by, Gallery staff. It is the school's responsibility to respond to the instructions of Gallery staff.

· Gallery staff members are trained in First Aid and it will be their responsibility in the provision of this service.

· Government owned buildings and premises such as the Gallery are insured by Risk Cover and therefore comply with the Public Liability insurance requirements of the Department of Education's excursion policy. A copy of the Gallery's Certificate of Currency is available on request.

ON THE DAY

Allow sufficient travelling time as tours are scheduled for specific time slots with staff members. If a group arrives late it will probably still have to finish at the scheduled time. This cuts down the effectiveness of the tour, the number of art works the group will be able to view and may curtail the art activity. 

PARKING

There is ample parking for cars and coaches in front of the Gallery on Commercial Road, located next to the Latrobe City Council Corporate Headquarters.

ACCESSIBILITY

Latrobe Regional Gallery is fully accessible for all visitors, with sloped access to the building, a lift to upstairs galleries and disabled toilet. Groups with specific requirements are particularly encouraged to visit.
ON ARRIVAL

Upon arrival, please report to the Reception desk, situated at the Gallery entrance, to register your group and make payments if required. A staff member will meet your group there.

BAG CHECK & CLOAKING

Bags can be checked as a group. Please ensure that your group have all they need with them (including medication) before they move in to the Gallery spaces.

LUNCH SPACE

The Gallery does not have any allocated space for a lunch area, however on sunny days the Sculpture Courtyard may be used. So swish café at the Gallery serves delicious light lunches and coffee and cake and is open the same hours as the Gallery. The café can be contacted for booking on 03 51330379. The Morwell Centenary Rose Garden is located 2 minutes walk from the Gallery and is a delightful spot for lunch.

PENCILS & CLIPBOARDS

The Gallery will provide clipboards and pencils for use in the Gallery spaces. Please note only pencils may be used within the Gallery.

PRE-VISIT PREPARATION

Prepare yourself and your group for the visit to Latrobe Regional Gallery. If possible, the group leader should visit the Gallery prior to the excursion to become familiar with the Gallery.

This will enable the group leader to see the current displays, layout and facilities available in the Gallery. Due to the nature of the displays at Latrobe Regional Gallery, and our active exhibition program, displays are constantly changing; therefore ensure you know what will be on show for your group visit. This information is available from the Reception desk. 

You may wish to only visit a few of the exhibition spaces and not the whole building. Perhaps address a few select works, or a theme for your trip such as photography, drawing or portraiture. 

Groups will be expected to behave in a manner very similar to that in any other public space and should be made aware that this is a public building with many other visitors. The teacher/group leader is ultimately responsible for the behaviour of members of their group. But we do emphasise that we want this to be an enjoyable, enlightening and memorable experience for visitors and one that will encourage them to return.

DURING YOUR VISIT

LOOKING AND TALKING ABOUT ART!!!

You may wish to start your visit with a short talk about the Gallery or exhibition; this can be facilitated by a member of staff through prior arrangement or delivered by the group leader themselves. 

Many people think you have to whisper in a Gallery, this is not true. Discuss the artworks you visit, here are some example questions to engage the group in discussion.

1. What can you see?

2. When do you think this was made?

3. Why do you think an artist made this artwork?

4. What is it made from? Why do you think the artist has used these materials?

5. How has the artist used colour?

6. What do you like or dislike about the work?

7. How does it make you feel?

8. How does it compare to other works in this Gallery?

Use the artwork’s label to help guide the group’s looking. The artwork’s title, year it was made, and material can all contribute to a meaningful conversation about the piece. 

Encourage all comments within discussions; there is no ‘wrong’ when looking at art. Confidence in looking and interpreting the art needs to be encouraged. Get the group to question what they think and see. If they talk about a painting having a certain mood, feeling or apparent narrative, get them to question what they can see that makes them say that. Therefore they learn to back up their opinions with visual evidence.

Put yourself in the artist’s shoes: what were they thinking and trying to do? What were the ideas and inspiration behind their work? When and where did they live? Were they rich, poor, happy, sad, or frustrated? An artwork can reflect the society, lifestyle, area, social and political environment that the artist lives in, and much, much more.

Some artwork can just be aesthetically pleasing, and can be appreciated for its colour, pattern, brush marks, tone or texture.

Artworks with recognisable subjects such as landscapes, creatures or people are a great starting point for story telling, poem or story writing and drama role-plays. Think about where the scene is located, who is in the image and why? What are they doing? 

Groups of all ages can gain and develop many skills through a visit to Latrobe Regional Gallery; here are a few we have identified:

1. Confidence and familiarity of being in a Gallery environment.

2. Observational skills.

3. Learning to verbally communicate about something visual.

4. Becoming familiar with different art forms: sculpture, painting, drawing, video, photography.

5. Investigating different materials and media.

6. An ability to compare and contrast different artworks.

7. Confidence in discussing what they think of an artwork.

8. Learning to investigate an artwork.

9. Development of language and descriptive skills.

10. An awareness of artists, their methods, mediums and contemporary practice.

11. Development of presentation and discussion skills.

12. Practical visual art skills including sketching.

13. Encourage pupils to think in visual terms both in representational image making and in looking.

14. Research skills.

The Gallery also offers a range of innovative visitor programs including artist talks, lectures and workshops. These programs can be tailored to meet the specific needs of groups. Before visiting the Latrobe Regional Gallery please enquire about our range of visitor programs and we will endeavour to tailor a program to complement your visit.

POST VISIT

Keep a look out for forthcoming events and workshops at Latrobe Regional Gallery, many are tailored specifically for groups and regular artists’ talks are also held to help visitors understand artists’ professional practice. 

This guide is only an outline for a group visit and will vary from group to group. Hopefully it will enable groups to derive the most out of a meaningful and exciting visit to Latrobe Regional Gallery.

Enjoy Your Visit!
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