MEETING ROOM POLICY

Purpose

The Meeting Room provides an opportunity for bringing together the resources of the library and the activities of the community for educational, cultural, civic, and intellectual purposes.

Meeting Room space is available to groups within the library's service area on an equitable basis to organizations or sponsoring persons regardless of race, gender, religion, national origin, sexual orientation, or affiliations. Groups outside of the library's service area shall be allowed use of room at discretion of Library Board.

Granting an organization permission to use the library meeting room shall not be interpreted to constitute endorsement by the William H. Aitkin Memorial Library of the policies and beliefs of that organization.

Scheduling

Library programs and meetings receive priority for use of the room. All other groups are scheduled on a first come, first served basis.

The meeting room is available from 10 a.m. until 10 p.m.

Use of the room is limited to groups of no more than 50 people.

First-time use of the room must be approved in advance by the Library Board. Approval may be through a vote via the phone. Applications must be completed two weeks prior to a scheduled regular meeting of the Library Board. Second-time and subsequent uses are allowed if room is available.

When scheduling use of the room, groups should allow time for setup and cleanup.

Scheduling is dependent upon availability of a library representative to monitor room during meeting.

Fees

A $25 security deposit shall be required of all groups and will be returned after inspection of the room by a library representative.

There shall be no fee during library hours. A $10/hour fee shall be applied for every hour or portion thereof when the library is not open.

Rules for Use of Meeting Room

1. Programs shall not disrupt other library patrons or regular library operations.

2. Programs that are open to the general public must be open to all.

3. Refreshments must be pre-approved. Food and beverages are not to be taken into other sections of the library.

4. Alcohol and smoking are not permitted on library property.

5. Taping, stapling, tacking, or nailing materials to the walls is prohibited.

6. All users of the library's facilities agree to comply with all applicable laws and local ordinances.

7. Persons or groups may not distribute personal or group literature, brochures, and other materials to library patrons or leave printed materials at the Library without prior approval.

8. Registering of participants for a program will be the responsibility of the sponsoring group, not the library.

9. The name, address, or phone number of the library may not be used as the contact person for the group.

10. The use of the Meeting Room by a non-library group shall not be publicized in such a way as to imply library sponsorship of the group's activities unless the activity is co-sponsored by the Library.

11. The Library is not able to provide storage space for supplies, equipment, and other materials of a group.

Applicant's Responsibilities and Liabilities

Juveniles under age 18 may use the room only when an adult sponsor (over the age of 21) is present.

The applicant is responsible for room cleanup and shall return the room to the order in which it was found. An applicant will be billed for any clean up costs and damages that exceeds the security deposit.

Any adult signing an application for the reservation of the Meeting Room must agree to full responsibility for any damages that may occur during the group's activities.

All individuals, groups, and businesses will agree to hold the City of Croswell and the Library 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 the Library facilities.

Denial of Use

Use shall be denied where it is determined by the Library Director or Director's Representative that:

1. Such use constitutes a clear and present danger to personal health, safety, and welfare.


2. Such use constitutes a clear and present danger of damage to property.


3. Such use would violate State law or City ordinances.


4. Such use would disturb library patrons or interfere with regular library operations.

5. Such use would interfere with necessary repairs or maintenance.


6. The applicant has violated the policies and regulations of the Library.

7. The applicant is monopolizing the facility to such an extent that other organizations are not able to utilize the facility.

William H. Aitkin Memorial Library

Donovan Meeting Room Application for Use
Name of Organization: ____________________________________________________

Name of Person Responsible: _______________________________________________

Address: _______________________________________________________________

______________________________________________________________________

Telephone: 

Purpose of meeting:

Date Requested:



Time of Use:___________ to ______________

Expected Attendance:

On behalf of the above named organization, I hereby make application for the meeting room. I have read and understand the policy on the use of the meeting room and agree to abide by its regulations. I agree to be personally and financially responsible for returning the facility in the same condition as it was received.

Signature: _________________________________

Date: _________________

Approved by Board: ________________________

Date: _________________

Security Deposit Received____
Returned____

Explanation if not returned:

Fee Received Where Applicable: ____

