
Nova Scotia Home and Building Designers Association 
 

Memo 
             
 
To:   All NSHBDA Members 
From:   Mark Gillis, Chair of Public Relations Committee 
Date:   September 16, 2010 
 
Subject:  NSHBDA Home Show Sitters Etiquette Guidelines 
 
             
 
The following document outlines the allowable behaviour for those individuals who volunteer to 
occupy the NSHBDA’s home show booth.  Please note that the “Featured Member” has to 
follow these guidelines, as well as all others set out by the Home Show and Design Competition 
Committees.  We hope that this document helps everyone understand their role better: 
 

1. All persons occupying the NSHBDA booth are to be current members in good standing, 
and are expected to abide by the NSHBDA Code of Ethics and all By-Laws of the 
Association.  We ask that you provide a cell phone or other phone number that we can 
contact you at, if there are any last minute changes to the schedule.  This number will be 
given to all other sitters, and will be available inside the booth space.  If for some reason 
you are unable to make you scheduled sitting, we ask that you please contact the Home 
Show Sub-Committee Chair, along with any co-sitters (or those immediately before and 
after if you were to be alone), and let them know of the change in schedule. 

2. The NSHBDA wants to put forth a truly professional image for the Association, and ask 
that you act appropriately.  If a visitor starts to discuss past projects that have not gone 
smoothly, and starts to blame another NSHBDA member or other professional groups 
(such as Architects, Engineers or Interior Designers, etc.), we ask that you refrain from 
joining in on the conversation.  We ask that you try to be fair to all parties involved, and 
introduce our Association as another choice if a person is not happy with the service they 
have received. 

3. In occupying the booth, members agree to firstly promote the Association, as a whole, 
and the benefit of using one of its members.  The Association rents booth space to 
promote itself, and in turn the quality of its members.  To this end, booth sitters are asked 
to refrain from the upfront promoting of their businesses, at the expense of the 
Association or any other members.  If a visitor asks “what do you personally offer”, the 
members in attendance should feel free to promote themselves, their businesses and any 
other designer, student or corporate members, who would best help the visitor in the 
design and construction of their home or small building.  However, please keep in mind 
that we would like to promote the Association as a whole, first and foremost. 

4. Booth sitters are asked to not display any personal or business branded/logo’d items 
within the booth space.  Examples of your work may be taken to the booth, but must be 
kept out of site, and only brought forth when asked by a visitor. 



5. We ask that all sitters try to get to know the various members and their geographic 
locations and specialties.  If we can ensure a visitor that there is an Association member 
in their area, they will leave feeling that their needs will be met, and in turn will 
recommend NSHBDA and its members to others.  Please show the visitors the binder 
with the business cards of our members.  Please add your card, if you have not already 
done so.  These cards are meant to be given away – there should be multiple copies of 
each.  Please do not fill the binder with your own cards or those of other members – we 
want to ensure everyone is treated fairly, so everyone gets only one space for their cards.  
Please do not give away the last copy of someone’s card – use a generic NSHBDA 
business card (see below). 

6. Whenever someone asks for more information on the Association, please hand them a 
generic NSHBDA business card (there should be plenty of these made in the booth), or 
give them a handout.  Both of these items have the NSHBDA’s website address on them.  
Please take time to read the handout, and familiarize yourself with the location of the 
Association contact info.  The more confidently you are able to speak about the 
Association, the more professional you appear, and in turn, the better the Association 
looks. 

7. We understand that drinks are a necessity in these poorly-ventilated spaces, but meals 
should be taken outside of the booth space.  If there are two or more booth sitters in 
attendance at one time, there should be ample time to grab a quick snack, and eat it 
elsewhere – this is one reason why we limit the time slots to four hours.  If possible, try 
to eat a small meal half an hour or more before your shift begins. 

8. Take short breaks during slower moments, to help relax and unwind.  On a busy day you 
will repeat the same few key messages over and over again.  A three minute break can 
help you refocus on what you need to say and how to present yourself as a professional 
designer. 

9. We ask that your turn off your cell phone while in the booth or switch it to vibrate, and 
only take the call once you have stepped outside the booth.  If someone is on a phone 
when a visitor approaches a booth, it tells them that the call is more important than they 
are, and that you do not have time to discuss anything with them. 

10. Have fun, talk to each visitor in an open, friendly manner, and ask leading questions – not 
the yes/no type.  Most visitors are looking for a little break in a long day of booth 
exploring, and if you can engage them in a small conversation about their day, their 
design or the home show experience, you may be able to educate them and gain a new 
client. 

 
We hope that these comments prove helpful and informative.  If you have any questions, please 
contact, Mark Gillis, PR Committee Chair or John Hattie, Association President.  We will help in 
any way we can. 
 
Thank you, 
 
 
Mark Gillis 
Chair, PR/LTP Committee 


