Student Requirements for Annex Gallery Usage

Gallery Guard Hours: Wednesday thru Friday-10:30 AM to 3:00 PM
1. Acquire Annex Gallery space through the application process.  Apply at http://www.uwosh.edu/apgallery/annex/apply-for-annex-gallery You will be notified of a complete application after review with your advisor.

Once the Annex gallery has been acquired:

2. Artist receptions are not required - if you do have a reception, consider the 
following.


a.
A table large enough for food, etc. (check the Annex Gallery storeroom 
for 6’ folding tables). 


b. Punch bowl, tablecloth, cups, etc. (check the Annex Gallery storeroom for availability.).

c. Clean-up detail after the reception.

d. A guest book

3. All senior shows are scheduled from a Tuesday at 1 PM through Tuesday at 1 PM.  All shows are to be taken down and the gallery returned to its original state by Tuesday at 1 PM.  This allows students who show the next week to begin hanging by Tuesday at 1 PM. Keys must be arranged to be handed in and distributed by the director. If a conflict occurs you will be notified of changes. 

4.  If you list gallery hours on your poster, list just the days/hours that you are certain that the gallery will be guarded.  

There are no guarded weekend hours for senior exhibits. If you wish for your exhibition to be open for viewing outside the hours list above, you must open and tend to the gallery yourself.  Strictly follow your advertised hours.  

5. Plan your poster in advance taking printing, mailing and other’s schedules into consideration.  Your poster may have the reception day and time.  Post these on bulletin boards ONLY.  Remove promptly after your show. 

Please give 2 copies of your poster or postcard to the Art Department office.  Should a call come in regarding your show or reception, the front office will have the information on hand to give a prompt, clear reply.
6. Plexiglas is available in various (though not all) sizes for covering 2-dimensional work. 24” x 24“ pedestals for 3 dimensional work are available in 32-35” heights.  Any hanging devices are acceptable as long as they appear professional, hold the work, and can be removed and the facility repaired. Any hardware supplied by the exhibitor must be removed by the end of the exhibition time.
7. Track halogen lights in Annex are turned on with the 4 switches inside the Annex, with the new track halogen square is controlled by the bottom right –hand switch. Canned lights operate with 2 of 3 switches on the adjacent wall. Other canned lights are controlled by the three next-to-bottom switches on the left side in the circuit panel directly across the hall (10 feet away) from the Annex doors.  SEE INSTRUCTIONS FOR ANNEX LIGHTING ON THE GALLEY WALL, GUARD TABLE, OR THE SENIOR EXHIBITION WEBSITE.  IF YOU OVERLOAD THE TRACKS WITH HALOGEN LIGHTS THE TRANSFORMER WILL BURNOUT. 
8. People using gallery pedestals should make arrangements ahead of time to ascertain availability and condition of the display units. All items loaned by the gallery must be painted, repaired, and returned as they were found.

9. Tool carts and paint are located in the Annex Gallery storeroom. The Annex Gallery key also unlocks the Annex Gallery storeroom. Please make certain to keep this area clean and easily accessible.
10. If room dividers are needed, plan ahead how and where to position them.  If you put them up, it is your responsibility to take them down.  Communicate with other seniors with shows prior to and following yours in regard to the use of walls. This may save you some moving.

11. KEYS for the Annex Gallery are exchanged and given out Tuesday at 1 PM in the Annex Gallery before your exhibit, and are to be returned or exchanged the following Tuesday at 1 PM after your take down. If a situation arises that requires other arrangements, you will be alerted. A significant charge for lock change will be assessed for lost keys.

12. After strike of your exhibition all holes in the walls must be patched using the drywall compound provided and painted using icon grey paint provided. All pedestals must be patched with Dunhams rock hard putty and painted with the pedestal grey paint provided. The exchange requires the acceptance of the state of the gallery by the director or the incoming artist. If complaints are aired about the state of the gallery and it is found to be the failure of the past exhibitor to be a good steward of the facility, the director reserves the right to assign a failing grade.  Provisions are located in the Annex Gallery storeroom.  Please alert the director or office when supplies are low or more is needed.

13. No opened food containers, opened drinks, or dirty dishes left in gallery overnight at any time! All trash deposited in LINED cans.  All liners tied & placed outside the gallery doors immediately after your reception!  Liners are provided and additional liners can be found at the bottoms of the trash cans.  Please let the director or office know if more are needed.
14. ALL of the above rules and guidelines must be met. The Gallery Director may FAIL you for any transgressions, especially for failing to clean up after your exhibition.  After your reception be careful to clean up thoroughly - both the gallery and the hallways outside the gallery.

