HOW TO GIVE ATOUR

I.  YOU are what separates the docent tour from a self-guided leaflet tour.
A. Demeanor
e Be genuinely welcoming as if to your own home.
e Be energetic. Tourists are tired, don’t you be.
e Be enthusiastic. Leave them with a sense of Burbank’s greatness.
e Be aware of your audience.
a) age and special needs
b) Interests
c) locale
e Berelaxed. Thisis a pleasant and rewarding job.
B. Appearance
e Wear comfortable clothes and shoes.
e Look businesslike but friendly
e Look as good as you can so you can forget about you and concentrate on
Burbank and your visitors.
II.  It's not just what you say, but the way you say it.
A. Delivery
e Solid stance
e Meaningful gestures
e (Clear Voice
e Reasonable speed

e Eye contact
B. Be direct, straightforward and informative. To do this you should:
e Be well prepared, with a thorough knowledge of the subject.
e Be secure that you know enough to be there.
e Be confident enough to admit that you can’t answer all questions.
e Use easily understood words (or define).
e Be specific, using examples to illustrate a point.
e Use notes only for a brief outline or quotes.
e Practice. Don’t “wing it”.
C. Some “Don’ts”
e Don't apologize for what you don’t know. Be positive about what you do
know.
e Don’t leave your audience wondering what the important points are,
while you wander off in a sea of irrelevant details.
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e Don’t spend all of your time saying you don’t have enough time to
explain...
e Don’t be so absorbed with your performance that you lose contact with
the visitors.
e Don't talk too much. Keep it short.
D. Dealing with an audience
e Silence-catches their attention.
e Questions. Answer, defer (let’s talk about it), or fill out a yellow
questionnaire.
e Re-direct attention to a new point to draw them back.
e Never argue.
lll.  Special Considerations
A. Collections
e Select the largest or most obvious item to begin.
e Don't stand in front of what you are describing. Use stage manners.
e Proceed in a logical manner. Finish one area before going on.
B. Statistics
e Must be relative to something.
a) Burbank born 1849-year of the gold rush
b) Came to California 1876-Centennial year
c) Developed over 800 plants-one every 23 days
IV.  Getting it all together
A. Introduction:
e Your name
e The length of the tour
e Rules (no photos or cell phones)
B. Give background information you think is important to the understanding of
Burbank. Who was he? Why is his house important?
C. Room by room tour:
e Walk purposefully, lead and direct. Name the room.
e Open door, wait for all to enter, close door
e Go to the point you want to emphasize first. lllustrate with a story or
quote.
e Move to the next room, close door behind group.
V.  Conclusion:
e Thank them for visiting LBH&G. Tell them about Friends membership and
lead them into the gift shop.
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