Meeting Room Policy

Sample Policy #1
Meeting Room and Facilities Use Policy
The Board of Trustees of the ____________________Public Library will make the meeting room and other library public areas deemed appropriate by the board of trustees available to any group of citizens who currently live in or own property in the county with the understanding that they meet the following rules:

1. Library sponsored activities are given priority in scheduling use of the facilities
2. No meetings of non-library organizations may be held for purely social functions, no matter how meritorious or blameworthy the particular purposes or policies may appear to certain segments of the community.

3. Application for use of the facility must be made in person with the completion of the application form. Facilities will be assigned in the order in which the requests are received.

4. There is no charge for the use of the facility.

5. In case of night meetings or meetings on days the library is not open, arrangements must be made for picking up and returning the key.

6. Any group using the library without advance written permission from the library board may not charge an admission fee.

7. Children’s groups may use the facility provided they are supervised by at least one (1) adult for every ten (10) children. An adult must assume responsibility for any damage to the facility or its contents. Children have access to specified areas of the facility and restroom, but not to other areas of the library.

8. Organizations holding meetings must assume responsibility for any damage to either the room or its contents.

9. The facility must be left clean; in the meeting room, chairs must be stacked neatly, floor swept or vacuumed; tables and kitchen area cleaned. Vacuum cleaner, garbage bags and other cleaning supplies can be found in the utility closet. Lights must be turned off and the doors locked.

10. If the meeting is after hours, other areas of the library are off limits. The library is closed. No books or other library materials may be checked out.
11. If audio-visual equipment is needed, arrangements need to be made in advance.

12. No smoking is permitted anywhere in the library.

13. The name or address of the ____________________Public Library cannot be used as the official address or headquarters of any organization.

14. Permission to use the facility may be denied to any group that is disorderly or violates these rules.

15. Alcoholic beverages of any type are not allowed in the building.

16. The library accepts no liability or responsibility for any damage to persons or property arising from use of the facility.

17. A copy of the meeting room/facilities use policy shall be given to each group using the room. A representative of the group will sign the application form stating they have received a copy of the policy.

Sample Policy #2
Meeting Room/Facilities Usage Policy
1. Availability

1.1. ____________________Public Library meeting room and other areas of the facility, as specified by the library board, if applicable, are available for both individuals and organizations. Since the Library is a tax-supported facility it may be used only by non-profit organizations whose membership is open to all without restriction based on race, sex, or religious creed.

1.2. Commercial or profit-making organizations sponsoring educational programs of a non-profit nature will be permitted to use the facility on a case-by-case basis provided the meetings are open and free to the general public and do not include selling, solicitation, or order taking.

2. Reservations, Scheduling, and Application

2.1. Library programming will have first priority in scheduling facility use.

2.2. The facility will be available during regular library hours on a first come/first reserved basis.

2.3. Request for the use of the facility should be made at least one week in advance and the application form shall be filled out and signed by an authorized representative of the organization.

2.4. Reservations for single meetings may be arranged by telephone; however, one week prior to the scheduled meeting an official representative of the group must come to the library to fill out the facility reservation form.

2.5. Requests for reservations for more than one meeting, made on a space available basis, must be in writing. Except for library and library related programs, a limited series of weekly meetings may be scheduled at the discretion of the Library Director or the Director's representative.

2.6. The facility may be reserved no more than six (6) months in advance.

2.7. Applications may be rejected and previously granted permission may be withdrawn for violation of library rules or conduct inconsistent with library rules and regulations at the discretion of the Library Director.

3. Rules For Use

3.1. Hours of usage shall include the total time involved in the meeting, from the time the organization requires the room for assembling or other purposes to the time the room is vacated.

3.2. All meetings should end 30 minutes before library closing and the facility be vacated 15 minutes prior to closing.

3.3. All advertising, except that incidental to programs, and all sale of merchandise or other materials is forbidden on the premises unless specific approval is obtained in writing prior to the meeting.

3.4. In addition, such use shall not include an admission fee, distribution of literature, solicitation for memberships, or payment of dues without the prior approval of the Library Director or the Director's representative.

3.5. The user is responsible for all table and chair arrangements, including any set up and take down.

3.6. The people using the facility shall leave it in a neat, clean, and orderly condition including any equipment used.

3.7. The user will be responsible for any costs resulting from damage to the facility. In addition, the group will be given notice that continued offense will result in the group being denied access to the meeting room.

3.8. Light refreshments (e.g. coffee and cookies) may be served in the meeting room or in outdoor areas only, and organizations using it shall provide all equipment and utensils needed. The Main Library has a refrigerator and microwave, coffeemaker, and limited kitchen facilities.

3.9. Clean-up is the responsibility of the user.

3.10. Smoking and alcoholic beverages of any nature are prohibited on library premises.

4. Fee

4.1. There is no charge for the use of the facility. (Though donations to the ____________________Public Library Friends will gladly be accepted.)

5. Liability

5.1. Granting permission for the use of the facility  does not imply endorsement by the ____________________Public Library or the Board of Trustees of the user or the user's beliefs.

5.2. All groups will agree to hold the ____________________Public Library and the Board of Trustees harmless from any loss, damage, liability, costs, and/or expense that may arise during or to be caused in any way by such use of Library facilities.

5.3. The Library cannot be responsible for loss or damage to exhibits left in the facility or personal property of those attending meetings.

5.4. Though every effort will be made to safeguard materials, the ____________________Public Library is not responsible for loss or damage to items while on display at any Library location.
Sample Policy #3
Meeting Room/Facility Use Policy

As part of its program of service to the community the library provides meeting room space for groups in accordance with Article VI of the Library Bill of Rights. If applicable, other areas of the library facility, as determined by the library Board of Trustees, may be used by groups.  Groups using the library are served on an equitable basis regardless of the beliefs or affiliations of the participants. The fact that a group uses the library facility in no way constitutes endorsement by the library employees or the Board of Trustees of the group’s objectives or beliefs.  The following standards and guidelines apply for fairness:

· Priority for use of the facility is given to library sponsored programs

· No fee is charged for use of the facility
· All meetings must be open to the public and the media

· No group may conduct moneymaking activities while using the facility (Meetings promoting sales may NOT be held; advertising products for sale is also prohibited.  Meetings by private employers may be held if it is for the purpose of staff training or employment testing.)

· Meetings held exclusively as social activities are prohibited

· Groups using  the facility on a regular basis must have a signed form on file with the approved days of the month specified

· Groups scheduling non-regular meetings will be served on first come, first serve basis

· Any group consisting mainly of persons under eighteen (18) years of age must have an adult in supervision at all times during the meeting.  An adult must be the contact person responsible for the use of the facility.  The contact adult may not leave the premises until all other attendees have departed even if the library itself is open

Each group must have someone designated as the person responsible for:
· Picking up and returning the key

· Cleanliness of the area used

· Monitoring restrooms

· Turning off and on all lights and equipment

· Proper use of audio/ visual equipment

· Returning the facility to the original arrangement

· Properly closing and locking all doors

Keys must be returned no later than 10:00 a.m. the following day that the library is open.  A $5.00 per day late fee will be charged for late return of the key.

The television and VCR located in the meeting room may be used if advance notice is given.  Other audio/visual equipment is available, but prior arrangements must be made at the circulation desk at each library location.  (Patrons using the television and VCR for educational purposes during regular library hours are considered to be using the meeting room as a study room.)

In compliance with the fire code regulations, attendance for any use of the facility may not exceed the room’s capacity.
No meeting may be scheduled for more than one (1) year in advance.

Refreshments may be served in the meeting room; however, no major cooking may be done. Cooking facilities may be used for warming purposes only.  The contact person is responsible for the proper use of all appliances and supplying all consumable goods.

No alcoholic beverages are allowed on library premises.

Smoking is NOT permitted inside the library.

The library cannot be held responsible for accidents or injuries occurring during use of the facility.  Care should be taken so as not to endanger the safety of anyone while attending a function during the use of the facility.  

Facility use arrangements must be made at the library location where the meeting will be held.  Groups may not schedule use of the facility for more than three (3) days in one (1) week or twelve (12) times in one month.

The contact person is responsible for restitution for any damages to library property due to carelessness, misuse or vandalism during the use of the meeting room.

Driveways must not be blocked; violators will be towed at the owner’s expense.

Any group in violation of the above regulations may lose their right to future use of the facility.  The Library Director has the right to terminate use if library guidelines are not followed.  Appeals concerning use of the meeting room may be made in writing and will be reviewed by the Board of Trustees, Library Director and the Regional Librarian

