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THE MISSION
OF DUKE ELLINGTON SCHOOL OF THE ARTS IS TO NURTURE AND
INSPIRE PASSION FOR ARTS AND LEARNING IN TALENTED STUDENTS
WHO MIGHT NOT OTHERWISE HAVE AN OPPORTUNITY TO DEVELOP
THEIR ARTISTIC SKILLS. WE ENSURE THAT OUR STUDENTS ARE
PREPARED FOR POST SECONDARY AND/OR CAREERS IN THE ARTS
BY OFFERING AN INTENSIVE ARTS- BASED PROGRAM. WE PREPARE
OUR STUDENTS TO BECOME PRODUCTIVE CITIZENS IN OUR GLOBAL
SOCIETY THROUGH OUR STRONG FOCUS ON COMMUNITY SERVICE.
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THE ELLINGTON CREED
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ELLINGTON’S GOAL IS TO BE A COMMUNITY OF ARTISTS,
LEARNERS AND LEADERS. IN ORDER TO REACH THIS GOAL,
WE ASCRIBE TO THE CREED:
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COMMITMENT

RESPONSIBILITY

EXCELLENCE

EMPATHY

DIGNITY

THE HABIT OF
APPLYING YOUR
TALENTS TO A TASK
OR PROJECT.

ACTING IN A WAY
THAT ACKNOWLEDGES
THE CONNECTION
AND DUTY YOU HAVE
TO YOURSELF AND
OTHERS.

STRIVING TO MEET
A STANDARD THAT
DEMONSTRATES
MASTERY OF
AN IDEA OR
TECHNIQUE.

INTENTIONAL
CARE AND
CONSIDERATION
OF OTHER’S
FEELINGS,
THOUGHTS AND
EXPERIENCES.

CONDUCTING
YOURSELF, AT
ALL TIMES, IN
A RESPECTFUL,
UPLIFTING MANNER
THAT SHOWS YOU
RECOGNIZE YOUR
CONNECTION TO
A PRESENT, PAST
AND FUTURE
COMMUNITY.
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INTRODUCTION
Museum Studies provides the student
with a unique educational opportunity
to grow and make that positive
difference in their community, no
matter their career choice. With the
accomplishment of these goals, our
curriculum can become a model for
establishing school/museum / corporate
partnerships for other school districts
nation-wide.
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MISSION STATEMENT

MS

Museum Studies focuses on giving students
opportunities and experiences in museum work
for college and career preparedness in the field or
related field. This department provides educational
opportunities and skill development in the basic
functions of museums: collection, registration,
conservation, education, and exhibition - and
is committed to developing a solid knowledge
base in art, history, science, and skills that will be
beneficial to any chosen career. Communication
skills, both oral and written, interpersonal skills,
and creativity are at the core of the curriculum.
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MS DEPARTMENT

GOALS
10

Students will learn the theories and
practices of museum work in the
classroom-collection, registration,
education and exhibition. Students
who complete the sequence of
courses will have the theoretical
background to support the practical
application of their work. After
participating in the operation of the
Ellington Gallery, students will gain
experience as curators, directors,
designer and educators. Upon
graduation, students will pursue
advanced studies in museology and
museography for future placement in
the world’s museums.
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1 Students will experience

meaningful internships in area
museums and have the opportunity
to conduct research, both locally and
abroad.

2

Students will have the opportunity
to curate and install museum-quality
exhibitions in the Ellington Gallery.

3

Students will be given the
opportunity to integrate their
museum studies skills and knowledge
in all areas of study.

4

Students will train in video
documentation.

5 Students will receive practical experience
in the use of computer applications for

digital imaging, page layout, and web design.

6 Students will participate in outreach

programs in area schools, museums, and
organizations.
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AUDITION
WHAT WE ARE LOOKING FOR

HOW TO PREPARE

In Museum Studies we are looking for students who exhibit intellectual

•Be prepared to talk about yourself, and why you are interested
in Museum Studies

curiosity – who are particularly interested in history, social studies,
visual arts and/or technology. Students should have a desire to learn
more about art and culture and how to effectively use computers to
develop visual presentations through photography, graphic design
and video.

•Bring audition items
•Present yourself well – arrive promptly, dress neatly, speak

clearly and confidently

WHAT TO BRING

THE INTERVIEW

STUDENTS MUST BRING THE FOLLOWING TO THEIR AUDITION:

Students will interview with Museum Studies faculty and will write

•Three personal objects that tell something about the student,

a 250-word or more essay relevant to Museum Studies. Applicants

to present them as a display, and discuss the reasons for the
selections

may exhibit interest in the arts, science, or history by performing

•Five finished visual art pieces (such as a collage, a 3-D

project done in one of these areas. Applicants will participate in

sculpture, a drawing or painting), or a science or social studies

either a musical piece or a drama presentation, or presenting a
exercises that examine their curiosity and creativity.

project/report completed during the past school year, to discuss
during the interview

12
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CURRICULUM
Museum Studies Students entering in the 9th grade (four-year
program) must obtain 12 credits to receive artistic certificate/diploma.
Students entering in the 10th grade (three-year program) must obtain 9
credits to receive artistic certificate/diploma
YEAR 1

CREDITS

YEAR 2

CREDITS

STUDIO
ART FEES
Duke Ellington students are
required to pay a yearly activity
fee of $200, which directly

benefits the arts department in

Introduction to Museum Studies

1

Digital Media

1

which they are enrolled.

Museum Communications I

1

Exhibition Design II

1

This fee should be paid at the

Exhibit Design I

1

Museum Communications I

1

time of registration but can

Design I

.5

Art History I

.5

be paid in installments. Money

Graphic Effects

.5

Art History II

.5

orders and checks should be

NEED A
MUSEUM
STUDIES IMAGE
TO GO HERE

made payable to DESAP (in the
YEAR 3

CREDITS

CREDITS

Museum Education &
Interpretation

1

Curatorial Skills

1

Archives, Collections, &
Exhibitions I

1

Museum Studies Senior
Internship

1

Museum Communications III

1

Gallery Management

1

Archives, Collections, &
Exhibitions II

1

Cultural Studies

14

YEAR4
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1

memo portion of the check:
Museum Studies).
This fee is spent at the
discretion of the program
for the good of all, on guest
lecturers, field trips, art
supplies, etc.
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GRADING
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A

B

C

D

will be earned by the students
who do the following:

will be earned by the students
who do the following:

will be earned by the students
who do the following:

and below will be earned by the
students who do the following:

Far exceed expectations.
Demonstrate highly skilled command
of information and/or skills.
Demonstrate creativity. Perform at
the college level.

Complete work after receiving
instruction or direction in a
timely manner.

Complete work only after receiving
instruction or direction, yet does so
with minimal interest and minimal
pride in his/her work.

Only complete work after receiving
instruction at his discretion and
disappears.

Make wise use of class time by
consistently studying, practicing skills,
or working on class assignments
without delay.

Make wise use of class time by
studying, practicing skills and
working on class assignments.

Complete work only after receiving
instruction or directions, yet does
so with minimal interest and
minimal pride in his/her work.

Always makes excuses as to why
he/she cannot stay and study, or
work.

Actively participate
in class discussions

Exhibit good audience behavior
during exhibitions, lectures, or
instructions.

Satisfactory in
previous taught skills

Consistently skip class, part of class,
leave early, or are absent.

Immediately begins work on the
next assignment upon completion
of one assignment.

Work well with peers and
supervisors and participate in
discussions.

Does not fully understand skill(s) &
process; but tries to execute task to
best of ability.

Display discourteous audience behavior
by sleeping, talking, or ignoring lectures,
exhibitions, or instructions.
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VIDEO PRESENTATIONS

STUDENT PORTFOLIOS

As oral and written communication skills are at the core of the

Students in the Museum Studies department are required to build

Museum Studies curriculum, first- year students are required, with

a portfolio during their tenure at Duke Ellington School of the Arts.

the help of a Museum Studies faculty member, to record on video

The portfolio should include, but is not limited to:

at least one of their presentations by the end of the first advisory,
in each of the following:

1 Introduction to Museum Studies
2 Photography
3 Exhibit Design I

•Invitations from all exhibitions worked on
•Written description of jobs performed
•Brochures from all museum visits
•Summary of selected exhibitions studied
•Selection of at least two exemplary pieces of work

from each class, class assignment and/or artwork
Museum Studies faculty will review the video/DVD and critique
it with the student. A second video will be made during the
third advisory to measure student progress.
Upperclassman will follow the same process for their three
courses each of their subsequent years in the department.

18
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•Highlights from Museum Studies End-of-Year
Educational Adventures
•Photographs of student engaged in various
museum studies activities

•Copies of awards, certificates and other honors of
distinction
•Letters of commendation

DUKE ELLINGTON SCHOOL OF THE ARTS
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DOCUMENTED MEETINGS
& CONFERENCES
The Museum Studies faculty meets with students at least once during
each advisory to discuss their academic, artistic and social progress.
The faculty and student record notes from the meeting focusing on
what each has learned and recommendations for improvement. If there
is a need for improvement, yet no signs of improvement occur in a
timely fashion to be determined by the teacher, the parent/guardian
will be called in for a meeting with the faculty and the student.

PROBATION STATUS
Students in the Museum Studies program must maintain a 2.5 (C)
average or above in the arts area. All assignments must be completed
thoroughly and turned in on time. Class participation is expected.
Falling below this average will lead to placement on the probation list. If
a student is on the probation list for more than one advisory period, he/
she is subject to placement on the transfer list. Failure to improve one’s
performance in the department will result in the student’s transfer from
Duke Ellington School of the Arts to his/her neighborhood school.
Additionally, students are strongly encouraged to maintain at least a 2.5

FAILED COURSES
Student will receive a Student Support Plan at the time their grade
is a D or below. There will be interventations to assist the student in

or above average in their academic classes. Students who are having
difficulty in academics are required to take advantage of Student
Services, practice good study habits, and consult Museum Studies
faculty for assistance.

grade approvement. However, if a student fails a course in Museum

Students are expected to conduct themselves in an orderly fashion at

Studies, the student is required to take the course again during

all times, displaying exemplary, professional behavior. Failure to comply

the following school year or take a comparable course at another

with behavioral guidelines outlined in the student handbook will result

educational facility during the following summer. Failure to pass all

probatiion or recommunication of transfer to the student’s respective

Museum Studies courses will prevent the student from receiving the

neighborhood schools.

arts endorsement upon graduation.

20
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EXHIBITION MODE

REGISTRATION TEAM

The Museum Studies department mounts three exhibitions a
year. During this period, students are engaged in performing
the major functions of a museum such as collecting artifacts,
registering them, conversing about them, and developing
educational activities as part of the exhibition process. Students
get the opportunity to put into practice the theories they have
learned in their classroom studies. Students are expected to
work on one team or more as assigned during exhibition mode.
Examples of team responsibilities are below:

CURATORIAL TEAM

•Develops idea for exhibition
•Writes proposal for exhibition
•Writes any and all label text
•Conducts primary research
•Interviews featured artist(s)
•Works with design team to

determine curatorial order

22
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•Oversees loan agreements
•Selects project director
•Writes and edits text for

exhibition and publication

•Writes press release
•Hosts exhibition opening

reception

•Receives artifacts for exhibit
•Stores them in a safe place
•Gives artifacts an accession

number and a de-accession number

•Fills out the loan agreement
•Unwraps artifacts and prepares

artifacts for travel

CONSERVATION TEAM

•Repairs damaged artifacts
•Fills out condition report
•Maintains exhibition while on view
FABRICATION TEAM

•Frames artwork
•Makes artifacts that help to tell the

story when the authentic artifacts
cannot be displayed
RECEPTION TEAM

•Develops a budget proposal
and submits to the department
chair for approval

•Selects caterer and makes
arrangements for delivery
and set-up
•Sets up and breaks down
reception
EDUCATION TEAM

•Develops interactive tours
for selected constituencies
that range from school groups,
families and senior citizens
•Develops a self-guided tour
for selected audiences
•Develops a teacher packet
•Organizes gallery talks
•Develops a front-end

evaluation to get ideas about
what the audience would like to
see addressed in the exhibition

•Develops an evaluation
instrument to determine the
success of an exhibition
•Collects the data from the
evaluation and analyze it

•Write an evaluation report
DUKE ELLINGTON SCHOOL OF THE ARTS
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EXHIBITION DESIGN/
INSTALLATION TEAM

•Works with curatorial team to
determine placement of artifacts
•Hangs and installs all elements

of the exhibit

•Designs lighting & sets lighting
•Prepares and cleans exhibition

area

•Plasters and paints walls as

necessary

•Places security hooks/screws
on selected artifacts
IMAGING TEAM

•Creates, fabricates, and
reproduces all artwork and
photographic material for the
exhibition.

•Prepares all pre-press materials

for printing done outside of the
Museum Studies imaging lab

•Designs and produces all
major and support graphic
communications, such as
exhibition title sign and labels
24
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•Designs and produces
invitation for exhibit

EXHIBITION MODE RUBRIC FOR TEAM WORK

•Prepares and designs the

CATEGORY

EXHIBITION MODE DRESS

Time
management

exhibition’s introduction label
to the exhibition

•Loose-fitting pants
•Closed-toe shoes
•Tops with sleeves
•NOTE: No electronic

Attitude

entertainment devices unless
given permission from Museum
Studies faculty member
EXHIBITION MODE GRADING
Students are graded daily
during this period. Students
who are not dressed for work
and are unable to perform
their assigned tasks, in the
opinion of the teacher, will
receive an “F” for the day.
Students who do participate
will be graded using the
“Exhibition Mode Rubric for
Collaborative Team work”.

Working
with others

Contributions

Quality
of work

4

3

2

1

Routinely uses time
well throughtout the
project to ensure
things get done on
time. Group does
not have to adjust
deadlines or work
responsibilities
because of
this person’s
procrastination.

Usually uses time
well throughtout
the projectbut may
have procrastinated
on one thing. Group
does not have to
adjust deadlines or
work responsibilities
because of
this person’s
procrastination.

Tends to
procrastinate,
but always gets
things done by the
deadline. Group
does not have to
adjust deadlines or
work responsibilities
because of
this person’s
procrastination.

Rarely gets
things done by
the deadline and
group has to adjust
deadlines or work
responsibilities
because of this
person’s inadequate
time management.

Never is publicly
critical of the
project or the work
of others. Always
has a positive
attitude about the
task(s).

Never is publicly
critical of the
project or the work
of others. Often has
a positive attitude
about the task(s).

Occasionally is
publicly critical of
the project or the
work of others.
usually has a
positive attitude
about the task(s).

Often is publicly
critical of the
project or the work
of others. Often has
a negative attitude
about the task(s).

Almost always
listens to, shares
with, and supports
the efforts of
others. Tries to
keep people
working well
togther.

Usually listens
to, shares with,
and supports the
efforts of others.
Does not cause
“waves” in the
group.

Often listens to,
shares with, and
supports the
efforts of others,
but sometimes is
not a good team
member.

Rarely listens
to, shares with,
and supports
the efforts of
others. Often is
not a good team
member player.

Routinely provides
useful ideas when
participating in
the group and
in classroom
discussion. a
definite leader who
contributes a lot of
effort.

Usually provides
useful ideas when
participating in
the group and
in classroom
discussion. A
strong group
memeber who
tries hard!

Sometimes provides
useful ideas when
participating in
the group and
in classroom
discussion. A
satisfactory group
member who does
what is required.

Rarely provides
useful ideas when
participating in
the group and
in classroom
discussion.
May refuse to
participate.

Provides work
of the highest
quality.

Provides high
quality work.

Provides work that
occasionally needs
to be checked/
redone by other
group members to
ensure quality.

Provides work
that usually needs
to be checked/
redone by other to
ensure quality.

DUKE ELLINGTON SCHOOL OF THE ARTS
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EQUIPMENT USE

PARENT GROUP

All Museum Studies Department equipment and tools should be
signed out to students by a faculty member and returned to the
faculty member at a designated time established by the faculty
member. In the case of loss, theft, or damage of the Museum Studies
Department’s property, parents are responsible for the replacement
of the property. Students who do not use the property of the
department responsibly will not be allowed to use equipment for a
period of time, until they can demonstrate they are capable of the
proper treatment of equipment and tools.

The support of the parents, family members, and friends is imperative

FIELD TRIPS

PARENTS ARE REQUIRED TO VOLUNTEER THEIR SERVICES FOR
A MINIMUM OF 40 HOURS PER YEAR IN ONE OR MORE OF THE
FOLLOWING AREAS:

The Museum Studies Department schedules visits to area museums
throughout the school year. The trips are designed to augment
learning that takes place in the classroom and reinforce taught
lessons. The field trips are an integral part of the Museum Studies
curriculum and therefore are mandatory. When students are given a
permission slip, it should be signed and returned to a Museum Studies
faculty member the next school day. If a student is on the probation
list, he/she is allowed to go on the field trip and to complete the
assigned work. However, if the field trip is an activity not directly
related to the Museum Studies curriculum, and/or takes place outside
of the arts block, students will not be permitted to attend.
26
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to Museum Studies Department to continue to meet its goals as a
training ground for future museum professionals, supporters, and
learners. The charge of the program is not limited to accomplishing
goals as they directly relate to the students, but to also continue
to be a vital component in the operations of the school as a whole.
Therefore, parents are required to volunteers in one or more of the
following areas:

•Hold position in Museum

Studies Parent Group

•Help to plan and implement
Museum Studies involvement in
fundraising efforts
•Secure guest lecturers
•Plan museum visits
•Help to execute plans for the

Museum Studies End-of-theYear Educational Adventure

•Initiate fundraising activities and manage
them with program chair’s approval
•Attend monthly Parent Group meetings
•Attend S.H.A.D.E. meetings
•Help to plan opening receptions for

exhibitions and assist with breaking down
the event

•Perform office duties
•Communicate by maintaining a

phone tree and email list, keeping all
stakeholders in the loop
DUKE ELLINGTON SCHOOL OF THE ARTS

27

28

STUDENT HANDBOOK | MUSEUM STUDIES

