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Sample Display Policies

Walworth-Seely Public Library

Use of Display Space

1. Display space in the Walworth-Seely Public Library will be provided as available for the interest, information, and enlightenment of the Walworth community.  Individuals and community organizations will be encouraged to provide exhibit materials of a civic, cultural or educational nature, rather than for commercial or political purposes.  

2. Exhibit topics are at the discretion of the Library Director and each item must meet the library's standard of value and quality.  

3. The Library Director reserves the right to reject any part of an exhibit, or to change the manner of display. 

4. All items displayed in the library are done so at the owner's risk.  The Board of Trustees and the employees of the Walworth-Seely Public Library assume no responsibility for the preservation, protection or possible damage or theft of any item exhibited.  Transportation, mounting and dismounting of the exhibit is the sole responsibility of the owner.  Items for the display will not be accepted without a waiver (see forms on next two pages) signed by the owner, absolving the Walworth-Seely Public Library and the Town of Walworth for loss or damage to the property on display.

5. Effective August 2003, the Friends of the Walworth-Seely Public Library have assumed responsibility for securing items to be displayed in the children’s display case. However, responsibility for final approval and required paperwork remains with the Library Director.

Note: This Walworth-Seely Public Library policy conforms to “Exhibit Spaces and Bulletin Boards” policy of the American Library Association. 
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Display Space/Exhibit Waiver Form (page 1 of 2)  See Policy 6.17
Owner of item on display _________________________________________



Please Print

Address ______________________________________________________


Phone 
Cell Phone


Date received ____________E-Mail Address
 

Description of items received: (note number and kind)
Condition of items: (note any damage, etc.)
Name of person installing exhibit __________________________________


Dates of exhibit _________________________________________________


The above information is correct.  I absolve the Board of Trustees, the employees of the Walworth-Seely Public Library and the Town of Walworth of the liability for loss or damage to the property on display.

Signature of owner ______________________________________________



Date _________________________________________________________


Signature of receipt by ___________________________________________





     Staff Member Name                                                         Date

Continued on next page
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Display Space/Exhibit Waiver Form continued (page 2 of 2) 
(For Internal Library Use Only)

When exhibit is removed ___________________________________________

Number of items returned ___________________________________________

Condition of items returned __________________________________________

Note any discrepancies between number and condition of items loaned and returned:

The above information is correct.

Signature of owner ________________________________________________

Date ___________________________________________________________

Signature of person removing items __________________________________

Date ___________________________________________________________

Signature of acknowledgement by _________________________



Staff Member Name
Date
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Williamson Free Public Library

POSTING OF MATERIALS IN THE LIBRARY

Because the Williamson Free Public Library is a public institution, discretion must be exercised in the quantity and nature of posters and other promotional materials posted in the library.

In line with constitutional rights and privileges and the library Bill of Rights, the Board of Trustees of the Williamson Free Public Library does not discriminate toward any group or individual or the purpose they represent.

A bulletin board is located near the front entry in the library proper.  Posting of materials will be limited to library items, materials of the Friends of the Williamson Free Public Library, and items of special community interest.

Policy Adopted:  2/18/87
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Williamson Free Public Library

Williamson Free Public Library

DISTRIBUTION OF FREE PUBLIC SERVICE MATERIALS

The Board of Trustees recognizes that the public library has a role in the community to disseminate information which is community oriented and which residents of Williamson and/or library users will find useful.  The Board recognizes that many civic, social, cultural, recreational, educational, and health-related agencies and organizations view the library as a place for publicizing activities and concerns.

In line with constitutional rights and privileges and the Library Bill of Rights, the Board does not discriminate toward any group or individual or purpose they represent.

Space is provided in the library for free distribution of brochures and flyers provided by agencies and organizations and which provide information of interest and/or use to the community and to library users.

Materials which are to be freely distributed must meet the following criteria:

1.  Materials must be confined to the Information Rack or other display areas.         

2. Material of a commercial nature will not be accepted.

3. Petitions will not be accepted because library employees can’t assume responsibility for verification of eligibility.

4. Library employees will not be responsible for contacting agencies, organizations, or individuals with regard to the disposal or replacement of materials left in the library for free distribution.

5. All materials must indicate on each copy the name of the agency or organization responsible for the flyer or brochure.

6. Materials should in no way imply connection to the Williamson Free Public Library, unless an official connection does exist.

7. All material is left with the understanding that library staff may discard the materials based on space considerations, current nature of the material, and apparent lack of interest in the material.

8. The Library Director may decide on the quantity of materials to be left for free distribution.

Policy Adopted:  2/18/87
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Williamson Free Public Library
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