
 
EXHIBIT/DISPLAY POLICY AND PROCEDURES 

 
The purpose of the Half Hollow Hills Community Library’s (“Library”) display facilities is to increase public awareness 
of the Library’s resources and to support its mission as an educational, informational, cultural and recreational center 
for the community it serves. Displays are organized by the Library to further this mission. For the purposes of this 
policy the term “Display” includes wall exhibits, digital displays and free-standing exhibits. Displays shall promote one 
or more of these purposes:  
 

1. to promote Library services; 
2. Current issues, events or other subjects of public interest; 
3. Display arts, crafts, photographs, writings or collections which complement the mission of the Library.  
 

The Library, in its sole discretion, reserves the right to determine Library Displays.  Since the public display of art is 
not the principal purpose of the Library, discretion shall be exercised to ensure that Displays reflect diversity of 
expression as well as the diversity of the community. The fact that the patrons of the Library are of different ages, 
backgrounds and tastes will also be considered. Hence, while the Library strives to exhibit varied forms of artistic 
expression, it seeks to avoid offending those who utilize the Library for reasons other than to view public displays of 
art. 

 
GUIDELINES  
 

1. Areas for Display shall be determined by the Library. 
2. Exhibit/Display hours shall coincide with regular Library hours. Displays in the public meeting rooms 

will be unavailable when the room(s) is in use.  
3. Exhibit Applications. All exhibitors are required to complete, in advance, an Exhibit 

Application/Confirmation Form. The application shall be submitted at least 3 months in advance of the 
exhibit date and shall be subject to the approval of the Library Director or his/her designee. The Library 
reserves the right to refuse display space to exhibits which, in its opinion, do not further the purposes 
as stated in its policy statement. 

4. Displays may be scheduled no more than one year in advance and approval will be granted for only 
one display in this time period. 

5. Exhibitor Responsibilities. Each exhibitor must execute an Exhibit Agreement and Release with the 
Library prior to display. This Agreement and Release shall include a list of all items included in the 
display. No items shall be displayed until a signed Exhibitor’s Agreement and Release and a list of all 
items are provided to the Library. 

6. Hanging and removal of displays.  
a. The group or individual providing the Display must supply any labor and/or equipment 

necessary to mount the Display.  The Library uses the Walker Hanging System 
(www.walkerdisplay.com). 

b. The exhibitor must make prior arrangements with library staff as to the day and time the Display 
will be mounted and taken down.    

c. The final decision regarding the Display arrangement and content is reserved to the Library.  
d. All pieces should be framed and/or mounted and suitable for hanging safely.  
e. Exhibitors agree to leave their work for the period stipulated in the Exhibitor’s Agreement and 

Release and to remove their work promptly.  
f. The Library will not provide storage for the property of exhibitors beyond the period specified in the 

Exhibitor’s Agreement and Release. Exhibits left beyond this period (unless otherwise agreed to) 
will be considered abandoned property and will be disposed of accordingly. 

7. The Library will not act as intermediary in the sale of artwork. No prices may be attached to individual 
items on display. Unless indicated otherwise in writing, the Library will provide the name and telephone 
number of the exhibitor(s) upon request.  

8. All works of art must remain on display at the Library, even if sold, until the exhibit closes, unless the 
artist can replace the sold item with a suitable substitute for display. Sold artwork should be clearly 
marked by the artist. During the exhibit, artwork may not be removed from the library without the 
knowledge and consent of the Director or his/her designee 



 
9. Cancellation. The Library reserves the right to cancel a Displays at any time for any reason. 
10. Library Security. The Library is not responsible for the security of Displays.  
11. Liability. All Displays are understood and acknowledged to be displayed at the exhibitor’s own risk. The 

Library is relieved of all liability for mutilation, damage, theft or loss of any exhibited items from any cause 
whatsoever. Should the exhibitor determine that the display warrants insurance coverage, it is the sole 
responsibility of the exhibitor to secure such insurance coverage. 

12. Fire regulations must be observed at all times. 
13. Publicity. While the Library will publicize the Display through its usual channels, it assumes no responsibility 

for any other publicity. Publicity prepared by the exhibitor must be submitted to the Library for approval prior 
to distribution. The Library reserves the right to use photographs on its webpage, social media channels or 
other Library publications or displays. 

14. Displayopenings/receptions. The Library will work with exhibitor to arrange Display openings or receptions. 
The Library may provide coffee/tea and cookies. No alcohol.  All other arrangements for receptions are the 
responsibility of exhibitors and must be held during regular Library hours and require prior approval by the 
Director or his/her designee. 

15. Group Shows. In the case of exhibits by more than one person, each artist must submit a signed 
Exhibitor’s Agreement and Release and a list of items. 

 
I acknowledge having read the Half Hollow Hills Community Library EXHIBIT/DISPLAY POLICY AND 
PROCEDURES and hereby agree to comply with all its terms and conditions. 
 
 
NAME ________________________________________________________ 
 
 
ADDRESS___________________________________________________________________________ 
 
 
 
PHONE_______________________________________________________ 
 

 
 

SIGNATURE___________________________ 
 
 
 

DATE________________________________ 
 
 
 
 

Adopted: 12/15/03 
Revised 9/19/22 

          Revised 10/17/22 
 
 
 
 
 
 
 
 
 



 
 

APPLICATION/CONFIRMATION FOR LIBRARY EXHIBIT 
 

TITLE OF DISPLAY _______________________________________________ 
 
 
DESCRIBE DISPLAY ______________________________________________ 
 
 
 
 
 
 
(See reverse side for specifications) 
 
EXHIBITOR ______________________________________________________ 
 
ADDRESS _______________________________________________________ 
 
TELEPHONE (HOME) ______________________________________________ 
 
                       (BUSINESS) __________________________________________ 
 
Please send information on the items and/or the exhibitor that you wish to have included in any publicity 
materials. Questions regarding arrangements should be directed to the Community Engagement Supervisor at 
631-498-1228,  

 
EXHIBIT DATES (8 weeks)__________________________________________________ 
 
I request the library exhibit the aforementioned materials. I am aware that such permission is subject to the 
following: 
 

1. The transportation and installation of artwork is the responsibility of the exhibitor. 
2. A legible (typed or printed) list corresponding to numbered items on exhibit must be provided to the 

Library by the exhibitor(s). 
3. The Library will not act as intermediary in the sale of artwork. No prices may be attached to individual 

items on display. The Library will provide the name and telephone number of the exhibitor(s) upon 
request. All works of art must remain on display at the Library, even if sold, until the exhibit closes, 
unless the artist can replace the sold item with a suitable substitute for display. Sold artwork should be 
clearly marked by the artist. During the exhibit, artwork may not be removed from the library without 
the knowledge and consent of the Director or his/her designee. 

4. Items placed on exhibit at the Library are intended to serve or advance the Library’s purpose of encouraging 
the free and open exchange of ideas and expressions of thought and creativity. The Library in no way 
endorses materials that are exhibited.  

 
 

 
_________________________________________________ 

Signature of Exhibitor 
 
 
 
 
 



 
 
Signature of Library Representative 
 
 
 
Today’s Date 

 
 
 
 

Date of Exhibit Installation _____________________________________ 
 
 
 

Date of Exhibit Removal ______________________________________ 
 
 
 

EXHIBIT SPACE SPECIFICATIONS 
 

Dix Hills Building 
 

1. Digital Display on hhhlibrary.com 
2.  Art Gallery  (SEE IMAGE)  



 
  
 

 
 

EXHIBITOR’S AGREEMENT AND RELEASE 
 

In consideration of permitting my property to be exhibited at the Half Hollow Hills Community 
Library, I hereby agree that I will hold the Library, its Trustees, agents or employees harmless for 
any injury to any persons/property resulting from (1) any theft or damage to the Exhibit/Display, by 
whomever or however caused; (2) any failure to exhibit, store, move or remove said property; or 
(3) any injury which I or others may sustain to any degree attributable to, or in any way relative to, 
the exhibition. 
 
I represent that the exhibition of my property is not prohibited or restricted in any way, and that title 
to said property shall not be transferred before its removal from the library. I agree to indemnify 
and hold harmless the Library, its Trustees, agents and employees concerning any claim or action 
against any of them because of my property and/or its exhibition.  
 
Attached to this Agreement and Release is a list of all items included in the exhibit. 
 
By signing this Exhibitor’s Agreement and Release, I acknowledge having read the Library 
EXHIBIT/DISPLAY POLICIES AND PROCEDURES and hereby agree (without reservation) to 
comply with all its terms and conditions. 
 
 
DATES OF EXHIBIT(8 weeks)_______________ TO __________________ 
 
 
 
 
_________________________________      ________________________ 
  Signature     Print Name 
 
 
___________________________________   ________________________ 
  Address     Phone 
 
I hereby acknowledge that I have withdrawn my exhibit from the premises of the Half Hollow Hills 
Community Library. 
 
 
_____________________   __________________________ 
  Date       Signature 


