To be read and understood by all office hour attendants and anyone wanting a refresher on the darkroom orientation he or she received:

Darkroom Orientation Checklist & Reference Sheet 

Ask them:

--If they’re on the listserv.  If not, ask for name, email, phone number and label the list made “add to listserv”
--If they’ve paid dues ($3/sem or $5/yr) and received a free roll of film for it.  If not and they want to pay, give them the film from the locker in the foray, and get their name, email, phone number, and money, noting whether they’re paying for a year or semester.  Title such a list “to add to keylist”
--If they know about the ability to place bulk orders through us.

--For bulk orders placed, unless they pay exact change or check (made out to Carolina Photography Association) to buy an Ilford starter pack (16.50) or a roll of HP5 film (2.60), which can be found in the locker in the foray, get the items interested in, their name, phone, and email.  They could also email cpa@unc.edu and come during office hours to pay if they don’t have the money or aren’t sure of their order yet.  

****By the end, put all money and info that you recorded (note the date, also) inside the envelope in the locker in the foray, so it can be picked up soon by another board member (if it’s gone for any reason, just place it in an obvious place).

Tell them:

--Tell them to sign in first thing so they don’t forget, bc it’s how we receive funding.

--Tell them to email cpa@unc.edu if they ever have problems, questions, or suggestions, because we want everyone’s darkroom needs met if possible and practical.  *If they speak to you of any ideas, note it, for instance on the list you put in the locker, since some can be lazy about emailing.

--Explain that they can get the key at the Union’s main information desk on the same level of the building across from the row of computers- just give them your Onecard and sign your name in, asking for the CPA key.  

--There is only one key, so be sure not to leave the darkroom without returning the key.  

--If you want to stay overnight past midnight, when the desk closes, leave the door slightly ajar as you go to return the key.  

--If someone else is already in the darkroom, knock loudly and wait before trying to knock again

--If you are using the darkroom, don’t have headphones on too loud while in a single room, or don’t listen to the available radio/cd-player too loudly (also bc the DTH is on the other side of the wall), so that you can hear if anyone knocks loudly.  

--Note next to the door (there should be an obvious place where you can do this) that someone’s INside.    

Point out where everything is and how to use it, esp. if they’re unsure:

Show the fixer recycling containers: 2 big blue ones for film fixer and paper fixer.  If not already there, explain 
that there will be soon (and they’ll be obvious) because it’s not good to throw away fixer due to the 
silver it 
contains which is bad for the environment.  So they should be sure not to throw away the 
fixer.

Point out the new paper water wash trays, if it isn’t obvious.  If you can’t find them under or in each sink, 
they’re still backordered and haven’t come in yet.  :o/  But just note that there  will be some soon.

Point out the Hypo-Check bottle (instructions: drop 1-2 drops in paper fix tray if you’ve been 
using it for a 
while.  If looks milky/cloudy in the fix, recycle the fix and replace it)

film vs. plastic reels and tanks for film,        --film vs. paper chemicals (in opposite corners)

fiber paper washer under sink,                       --reference books under counter,    

reference books under counter,                      --clean towels; dirty towel bin under sink when done,

tongs for fiber paper only hanging on side underneath sink (so don’t stain the fiber paper since it absorbs 
chemicals left on the tongs)

burning and dodging tools, negative air brushes (to remove dust), filters, etc. found next to big white film dryer 
under counter; 

steel film reel dryer (dry for around 5 min max- don’t overheat); 

bigger film and paper dryer (tell to cut in half; dry 10-20 min or a bit more if necessary), 

Location of mat cutting board, if they want that.  If it’s not set up already it should be soon; if 
anything’s 
urgent just tell them to email about it.  

Show how to use the diff. water washer tool(s) found under the sink

Point out the film washer, explaining that it requires less water pressure and the point of it is to save water and 
allow you to do something else while waiting.

Show how to operate diff. enlargers if they seem to need a reminder, since we have 3 diff. types of enlargers in 
the darkroom and they all have handles placed in slightly different places (but it’s pretty easy to figure 
out).

Show them how to use the color enlarger for black and white film (all colors set to “0” if want white light; 
refer to filter sheet on side wall for magenta and yellow color combinations)

Show how to use the filters (for the enlargers besides the color one).  Note the below- vs. over-the-negative 
diff. types of colored filters (over ones may not have come in yet); check for 
scratches on the below-
the-negative filters; usually doesn’t show up though so shouldn’t be a problem if no over-the-neg. 
filters are available.

Show how to operate timer (remind them to turn it off when done): how to turn off tone, turn on light for 
viewing negative, change from 1/10sec to sec. settings, etc.

Show red light switches- esp. the two in main room (one is behind the enlarger; the enlarger may be moved 
soon, btw)

CLEAN UP: 

--If there are clean and dry film canisters/reels etc on top of the sink, please be kind and put them under the 
counter where the rest of the dry ones go.

--Thoroughly clean out and wash (scrub + with soap if looks like it needs it) used canisters, film reels, film 
tanks, tongs, paper chemical trays, and film tanks.  Leave the paper trays upside down and leaning 
against the side of the sink so they can dry out.

--Turn off all overhead lights, safelights, and timers.

--Don’t forget the negatives you used in the enlarger for printing!
IMPORTANT THINGS TO KNOW:

--Do not meddle with temperature gauges.  Only do so if they clearly have been wrongfully messed with and the temperature obviously changed (eg esp. if outside the range of 65-75 deg.F).  If there is a problem after 30 sec or so of water running, tell them to try another faucet and please email cpa@unc.edu briefly about the problem.

--Don’t put hands in chemicals; use the different, designated tongs for each tray and don’t contaminate or 
touch tongs for one tray with another tray’s chemicals.  For ex., it’s 
important not to contaminate the 
paper developer with stop bath or fix.  Also, remember 
to wash the tongs thoroughly when you’re 
done along with the rest of your clean-up.

--Leave the doors to the darkroom open to air out any fumes if you’re busy in the main room and don’t need 
the doors closed.

--Remind them to check the temp. of the film developer before pouring it in.  If more than a few degrees under 
68 deg.F, develop 15 or so sec longer (maybe a bit more).  If more than a few deg. Over 68 deg., 
develop 15-30 sec less than the time specified on the film development chart.

--Since we don’t have many single-reel plastic/metal reel canisters for developing film, if you’re only 
developing one roll and only double-roll canisters are available, grab an extra empty 
reel to put on top 
of your loaded reel in the canister when in the dark loading the film, but still use the amt of chemicals 
(250ml for steel reels, 350ml for plastic) you’d use for one 
roll.  

--Before using the darkroom, wash out chemical trays or film canisters, etc. with a bit of water just to be sure 
they’re clean before you use them.
