Randall Library Programming & Exhibits Committee

Exhibit Areas: Locations and Procedures
This document lists the areas in the library where the Programming & Exhibits Committee (PEC) schedules exhibits and displays in the library.  There are exhibit areas in the library that are not the responsibility of the committee; several of these commonly used spaces are listed here with contact information for the person or department responsible for the area.  Questions about any space not listed on this document should be referred to the Randall Library Administrative Office (Executive Assistant and/or Program Specialist).  

All exhibits and displays in the areas listed below that are the responsibility of the PEC should be approved by the committee.  Requests for exhibits should be sent to the committee using the exhibit request web form (available at http://library.uncw.edu/web/services.html).  The PEC approval procedure is available upon request.

Please note:

· This document excludes exhibits in Special Collections, as that area is the responsibility of the coordinator of Special Collections.  
· Flyers or other postings are not permitted in the library.  Flyers may be posted in the library vestibule (see “Vestibule” below).  
· Table tents in Java City are not permitted, at the request of library administration.  
· Tabling (solicitation) in the library is limited to official university offices and departments.

Each entry below lists the following for each exhibit area:

1. Responsibility: Who is responsible for the area?
2. Types: What types of exhibits or exhibit materials allowed?
3. Exhibitors: Who can exhibit? 

4. Priority: Are priorities given to particular exhibitors?  Who is given priority? 
5. Size: What is the size (i.e., square footage) of the exhibit area? 
6. Requests: How do you request the exhibit space? 

First Floor
Exterior of Library/Library Plaza (front doors and beyond)
1. Responsibility: Office of Campus Life
2. Types: Contact Office of Campus Life
3. Exhibitors: Contact Office of Campus Life
4. Priority: Contact Office of Campus Life
5. Size: Contact Office of Campus Life

6. Requests: Contact Tony Zefiretto, Office of Campus Life, Reservations/Event Services Coordinator, 962-3833, or zefirettoa@uncw.edu. Tables and chairs that are reserved through Campus Life are stored in the vestibule of the library. Student groups or individuals are responsible for set-up and returning the tables and chairs to their storage location.  Direct any questions or notifications (i.e., tables not returned to storage) to the Office of Campus Life; see Tony’s contact information above or see Campus Life’s employee listings at http://www.uncw.edu/stuaff/campuslife/about-Employees.htm.   
Vestibule (between front doors and sliding doors near circulation desk)

1. Responsibility: Randall Library Executive Assistant and Program Specialist
2. Types: Flyers only, on bulletin boards or in glass cases  
3. Exhibitors: University offices and departments, student organizations, community organizations, and individuals
4. Priority: In glass cases, first priority is given to university offices and departments, then student organizations, followed by community organizations.  Bulletin boards are first come, first served.
5. Size: Bulletin boards – N/A.  Two (2) inside glass cases – 3’x5’ and two outside glass cases – 3’x4’
6. Requests: Notices in glass cases must be approved by the Executive Assistant and/or Program Specialist.  Bulletin boards are first come, first served.
Glass Cases near Library Entryway
1. Responsibility: Randall Library Programming & Exhibits Committee (PEC)
2. Types: Varies
3. Exhibitors: Campus-affiliated groups or individuals
4. Priority: Library exhibits are given first priority, followed by university offices and departments, followed by student organizations.
5. Size: Two (2) cases 6’x5’
6. Requests: Use the exhibit request web form.
Sherman Hayes Gallery 

1. Responsibility: PEC
2. Types: Varies
3. Exhibitors: Campus-affiliated and community artists
4. Priority: Priority is given to campus-affiliated artists, followed by community artists.  If Randall Library has previously collected art work or personal papers from the artist, that artist is given priority over others.
5. Size: 60’x10’
6. Requests: Use the exhibit request form.
Second Floor
Second Floor Art Wall

1. Responsibility: PEC
2. Types: Varies
3. Exhibitors: Campus-affiliated groups or individuals
4. Priority: Library exhibits are given first priority, followed by university offices and departments, followed by student organizations.

5. Size: 39’x9’
6. Requests: Use the exhibit request web form.
Gallery Outside of Auditorium

1. Responsibility: Department of Public History’s Public History Program
2. Types: Contact the Public History Program
3. Exhibitors: Contact the Public History Program
4. Priority: Contact the Public History Program
5. Size: Contact the Public History Program
6. Requests: Contact William D. Moore, Associate Professor and Director of Public History, moorewd@uncw.edu, 962-3692, or Tammy S. Gordon, Assistant Professor, gordont@uncw.edu, 962-4244.
Glass Cases near Special Collections

1. Responsibility: Randall Library Special Collections
2. Types: Contact Special Collections
3. Exhibitors: Contact Special Collections
4. Priority: Contact Special Collections
5. Size: Contact Special Collections
6. Requests: Contact Jerry Parnell, Coordinator of Special Collections, 962-3276, or parnellg@uncw.edu.  Special Collections Reception Desk: 910-962-7563. 

Other
Free-standing exhibits (usually Velcro walls)

1. Responsibility: PEC
2. Types: Varies
3. Exhibitors: Campus-affiliated groups or individuals
4. Priority: Library exhibits are given first priority, followed by university offices and departments, followed by student organizations.

5. Size: One (1) 12’X4’ and two (2) 4’x3’
6. Requests: Use the exhibit request web form.
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