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Where can I find the needed information?

 Website: http://www.otis.edu/exhibition-facilities-use-contracts

 Artwork Installation / Presentation Guide

 Includes directions for when to file a Contract and outlines common safety 
guidelines

 Exhibition & Facilities Use Contract 

 Separate versions for artwork exhibition and filming projects; can be filled 
out on-line or by hand



Website View – linked from EH & S website

www.otis.edu/exhibition-
facilities-use-contracts

Links to the Guide 
and Contract 
documents



How do I know if I need to file a Contract?

Directions are found in the appendix to 
Artwork Installation / Presentation 

Guide

Prompt for a decision process for when
to file Contracts

Questions focus on common risks

If in doubt, it is always better to have an 
approved Contract!



Commonly observed issues
 Lit candles, smoke machines, and burning incense are not permitted as part of 

exhibitions and performances.

 Suspending items from fire sprinkler and electrical conduit lines is not 
permitted; suspending from beams and wall-mounted brackets may require 
further review.

 Three-dimensional sculptures and installations cannot block any walkways.

 Artwork installation may not involve damaging any permanent walls, removing 
doors, or many any similar changes to floors, windows, and ceilings.

 Students are responsible for the storage and security of their artwork while it is 
not on display.



Additional notes

 Diagrams of proposed exhibition and its placement are required!

 Group exhibitions can submit one Contract with all information available.

 Must have all signatures before submitting Contracts for EH & S review.

 Do not submit Contracts for review on a day of installation.

 Artwork exhibited without a Contract and posing a clear and present health or 
safety risk will be reported and may be subject for removal! 



Thank you and please direct any follow-up 
questions regarding this presentation to 

pzaretskiy@otis.edu

Please proceed to the next slide for instructions on how to 
receive a certificate of training for this presentation



Instructions for Submitting the Environmental Health and 
Safety On-line Training Confirmation Form

 Fill out all required fields and select the title of the completed training module from the 
drop-down menu box

 Click the “Attach form to e-mail” icon

 Once a pop-up window will appears, click “Send Copy”



Instructions for Submitting the Environmental Health and 
Safety On-line Training Confirmation Form

 A new Outlook E-mail message will appear with your Confirmation Form as an 
attachment; be sure to put pzaretskiy@otis.edu as one of the recipients and the click 
“Send” to complete the process!

 Please note that reviewing this presentation alone is not a good substitute for attending 
the training itself, as additional discussion of topics along with Q & A are often not fully 
covered by the slides. Training sessions covering various health and safety topics will be 
regularly announced.



Environmental Health and Safety 
On-Line Training Confirmation Form

Click the link below to start

http://www.otis.edu/sites/default/files/EHS_Online_Traning_Certificate.pdf
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