2.9.1. Meeting Rooms and Conference Rooms

Policy Approval Date: 11/9/2023 Effective Date: 12/24/2023

The primary purpose of library meeting rooms is to provide a space for library and library-
related activities. The needs of the library will take precedence. The library reserves the right
to cancel or reschedule any meeting. When a meeting room is not being used for a library
activity, the space may be reserved by outside groups or individuals per this policy.

I. Meeting Rooms
a. Availability

i. Library meeting room space is available at no charge.

ii. All meetings and events held in library meeting rooms are open to the
public unless otherwise approved in advance by the library director.
Library staff have the right to monitor all meetings and programs held
on library property.

iii. Meeting room availability, including approved reservations, is
subject to change due to library closings for inclement weather or other
emergency situations.

iv. The library may limit the amount of room reservations made by
an individual or group to ensure broad access to the service.

b. Marketing

i. Alowed use of public meeting rooms does not imply library
endorsement of any non-library event or activity held in the meeting
rooms. Non-library events may not use library contact information in
their publicity and may not claim library sponsorship of events or
activities without approval from library staff.

ii. Outside groups using library meeting space may not sell merchandise,
charge admittance, or solicit commercial sales or services without
approval from the library director or their designee.

iii. The library may permit presenters at library-sponsored programs
to sell merchandise related to the subject or activity of their programs.
Library-sponsored programs may have a registration charge to defray
or reduce the cost of the program.

c. Reservations

i. The director or their designee must approve all reservations. A
representative of the group requesting a room should complete a
meeting room request online or by phone at least 24 hours prior to the
meeting date. The time requested should include setup and breakdown
time. The requester of the room reservation must be a legal adult.

ii. Reservations are not transferable.



d. Food and Drink

i. Refreshments may be served in the meeting rooms. Smoking and
alcoholic beverages are prohibited. A group serving refreshments is
responsible for providing all serving utensils and for cleaning up
following its meeting.

e. Furniture and Equipment

i. Groups are responsible for arranging chairs, tables, and other
equipment as desired. Following use of the room, groups must return
the room to its original state.

ii.No decorations or other materials may be attached to the walls or
ceiling of meeting rooms.

iii. Flammable materials including but not limited to candles or
canned burners are prohibited unless use has been approved by library
staff.

iv. Individuals using a library meeting room are responsible for the
care of library furniture and equipment such as tables, projector
screens, and projectors and are liable for damages made to equipment
or furniture.

f. Liability

i. The Board and the library staff do not assume any liability for groups or
individuals attending any meeting or program in the library.

ii.The requester of a room is responsible for the orderly conduct of the
group. Unattended minors are not permitted in library meeting rooms.

iii. In the event of any damage to library property and/or equipment
during use of a meeting room the individual(s) or listed as the contact
on the room request is liable.

Il. Failure to abide by the provisions of this policy may result in the denial of future room
usage.



