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Sample Meeting Room Policies

Walworth-Seely Public Library

Library Meeting Space

The meeting space shall be available to programs and/or groups whose activities support the mission of the Walworth-Seely Public Library as determined by the Board of Trustees.  Groups of three or more people must submit a written request prior to room use.  First priority is given to library activities and library related use.  When the meeting space is available, activities sponsored by the Friends of the Walworth-Seely Public Library are given first priority.  Further use of the meeting room is determined on a first come, first serve basis.
Requirements of meeting space use:

1. Meetings should cause no interruption or inconvenience to on-going library activities.

2. Meeting space is available only during regular library hours.

3. The Board of Trustees reserves the right to limit organizations which hold periodic meetings in an effort to encourage the broadest use possible.

4. No fee or required donation may be charged.  The sponsor of a group or meeting may request a fee from participants only to the extent that such a fee covers the cost of materials furnished to the participants.  Such charges should not be construed as an admission fee.

5. Application for the use of the meeting space should be made at least 1 week in advance, in writing (see form on next page).  It should be made by a person over 18 who will be responsible for the meeting adherence to the rules and regulations.

6. The library must be notified promptly of any cancellations.  Failure to do so may be grounds for declining future meeting space use.

7. For group with members under age 18, a responsible adult must fill out the application.  Adequate adult supervision must be provided by the group.

8. The meeting space is not available for non-library social functions, including but not limited to showers, parties, etc.

9. There will be no unauthorized access to the library network.

10. Smoking and alcoholic beverages are prohibited. 

11. Non-alcoholic drinks and/or light snacks may be provided and served in the meeting space by the group.  The library is not responsible for providing refreshments. 

12. Meeting space should be left in an acceptable, uncluttered condition.  Tables and chairs should be returned to their original positions.  Any equipment should be returned to its proper placement.

13. Groups are responsible for any damage and cleanup to the meeting space or its contents during their use of the room.

14. The use of the meeting space does not constitute an endorsement of an organization’s policies or beliefs.  Except as a designation of location, the name of the Walworth-Seely Public Library may not be used in any publicity related to the use of the meeting space.

15. The organization assumes the responsibility for accommodations and specific articles of compliance as required by the Americans with Disabilities Act.

16. The Board of Trustees reserves the right to cancel or suspend any permission granted to a group or organization that violates the rules and regulations of the meeting space or library.

Note: This Walworth-Seely Public Library policy conforms to “Meeting Rooms” policy of the American Library Association.
Board of Trustees, Walworth-Seely Public Library
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Use of Meeting Space Agreement Form 
See Policy 6.20

Name of Group____________________________________________________

Contact __________________________________________________________



Please print



              Phone number

Address




Cell Phone 

   
E-Mail



Date(s) of use_____________________________________________________




month


     day



year

Purpose of the meeting _____________________________________________

________________________________________________________________

I have read the Use of Meeting Space Policy and agree to abide by all aspects of

this policy.  I understand that any misuse may result in our not being able to 

use the room again.

________________________________________________________________

Signature







Date signed

Board of Trustees, Walworth-Seely Public Library

Policy adopted: 
10/09/03

Policy reviewed: 
03/24/05

Policy revised:
03/24/05

WILLIAMSON FREE PUBLIC LIBRARY

PROGRAM / MEETING ROOM USE AND AGREEMENT


The Williamson Free Public Library makes available to the public its program/meeting room as an additional service rendered by the library under conditions set forth below by the Library’s Board of Trustees.

TERMS OF USE

The room may be used by groups, committees, boards, etc., nonprofit in nature, at the discretion of the Library Board.  It may be used ONLY DURING LIBRARY HOURS unless it is for a library function, or there is a library staff member who is present and responsible for supervision.  It has capacity for 75-100 persons (seated).  Refreshments may be served.  The kitchen equipment may be used, but kitchen supplies are intended for use by library personnel only.  Each group must furnish its own supplies and refreshments.

First priority is given to library activities or library-related use.  Other groups may use the room on a first-come, first-serve basis.  The board reserves the right to limit periodic meetings in an effort to encourage the broadest use possible by many agencies and organizations.  The room is available as arranged with the Library Director or a staff member.  A certificate of insurance naming the library as an additional insured is required if a group is so covered and must be on file in the meeting room reservation folder.  The library will not charge a fee for the use of its meeting room.

Meetings will be free and open to the public. Reservations for use of the room must be made by calling the library.  The library must have the name of the organization and the name of the person in charge and the phone number where s/he may be reached.  The library should be notified promptly of any cancellations.  Children’s groups may use the meeting room provided they are supervised by an adult.  Groups must comply with ADA (Americans with Disabilities Act) and are responsible for providing qualified interpreters or auxiliary aids.

The room must be left in proper order when meetings are over and groups are held responsible for any damage to the room and contents while they are meeting.  The Library Director is authorized to deny permission to use the library room to any group that is disorderly or that violates these regulations.  No smoking and/or alcoholic beverages are permitted.

Policy adopted:  10/14/80

Revised:  11/23/92; 11/01/96; 11/15/01

WILLIAMSON FREE PUBLIC LIBRARY

MEETING ROOM AGREEMENT

We agree to leave the room in proper order when the meeting closes and to be responsible for any damage to the building and contents.  The room is to be clean of all litter.  All display material must be removed.  The kitchen, if used, is to be clean.  Chairs and tables are to be replaced as found.  No smoking and nonalcoholic beverages are permitted.  The library staff member on duty is to be notified when the meeting closes.

NAME OF ORGANIZATION/GROUP _________________________________

___________________________________________________________________

SIGNATURE________________________________________________________

DATE ________________________________

WILLIAMSON FREE PUBLIC LIBRARY

PROGRAM/MEETING ROOM BOOKING SLIP

Name of

Organization________________________________

Person in

Charge____________________________________ 

Telephone

Number_____________________________Daytime

___________________________________Evenings

How booked:

   In person___________

   By telephone________

Date ______________________________________

By________________________________________

Provided by “ABLE: Administering Better Libraries—Educate,” a Federally funded project supported by Federal Library Services and Technology Act funds, awarded to the New York State Library by the Federal Institute of Museum and Library Services via the Nioga Library System, 2005-2007.


