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Robinson Library, Special Collections

Application for Exhibition Loan

Name of borrowing institution:

Address:

Title or theme of exhibition:

Items required:

Dates of exhibition:

Name of exhibition organiser:

Position within organisation

Telephone:




Fax:



Email:

1.

How is it planned the item(s) will be exhibited (e.g. in cases, on display boards)?

2.

i. Describe the heating in the exhibition area.

ii. What is the range of temperature?

3.

What is the humidity of the exhibition area?

4.

Are temperature and humidity monitored? If so, how often?

5.

i. Describe the lighting in the exhibition area. 

ii. Does natural light fall on the exhibition area at any time?  Y/N

iii. In what direction do any windows face (north/south/east/west)? 

iv. What is the maximum lux level?

6.

i. Are there lights in display cases or on display boards? Y/N

ii. What is the maximum lux level? 
7.

Can the exhibition cases be screened, either by curtains or by other means, when the exhibition is closed?
Y/N


8. Is smoking and/or the consumption of food and drink permitted in the exhibition area? Y/N

9. Describe the fire precaution systems in the exhibition area/building.

i) Are there fire/heat/smoke detector systems?

ii) Do detector systems set off automatic extinguishers? If so, of what type?

iii) Is there handheld ire extinguishing equipment in the exhibition area/building? If so, of what type?

iv) In the event of a fire, what is the likely delay before the fire service can reach the exhibition building?

10.

The Robinson Library realises that you might not want to reveal in writing full details of your security precautions. Nevertheless, to enable us to assess the likely security risk to the item(s), some information of your procedures are required.

i. Are display cases locked?   Y/N

ii. Are display cases/display boards alarmed?    Y/N

iii. Is the area continuously invigilated?   Y/N

By a person?
Y/N

By a camera?
Y/N

If by a camera, are recordings made and kept? Y/N
iv. Is the exhibition area accessible from the rest of the building when the exhibition itself is closed?Y/N

v. Is the exhibition area and/or building alarmed when the exhibition/building is closed? Y/N

vi. Is the exhibition area and/or building covered by a security camera and/or patrolled by security personnel when the exhibition is closed? Y/N

vii. If by a camera, are recordings made and kept? Y/N
11.

i. Is the exhibition area at risk of flood, either from outside or inside the building (e.g. from nearby water-pipes)?  Y/N

ii. If so, describe the danger and any flood alert systems.

12. Do you have a disaster control plan for the exhibition area? If so, please supply a copy.

13. Please include any further information (e.g. the most recent annual report of your organisation) which might help us in considering your application.

I agree that the information given on this form is correct. I have read and agree to abide by the “Conditions of Loan” supplied to my organisation. I understand that I must immediately inform the Librarian of the Robinson Library of any changes in circumstances to those described above.



Signed.............................................................................



Name in block capitals.....................................................



Position in organisation.....................................................
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