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APPLICATION FOR THE USE OF LIBRARY MEETING ROOMS

FILL OUT THIS SECTION IF BOOKING FOR ORGANIZATION/CIVIC GROUP

Organization Name:

Address of Organization: Phone#

Website of Organization:

Name of Authorized Organization Representative: Phone#

Address of Organization Representative: Phone#

E-mail of Organization Representative:

President of Organization (if applicable):

Address of President:

Type of Organization: Educational Recreational Cultural Civic Other

Purpose of meeting:

Type of activities to be conducted:

DATES REQUESTING:
Dates Times Dates Times
/ / to / / to
/ / to / / to
/ / to / / to
Number of people attending: Room set up: # of chairs _ # of tables

List any special equipment or service needed:

| have read and agree to abide by the policies and procedures stated on the back of this form. It is agreed that the Meeting Room

Space will be used only for the activities stated by me. All applicants must be district residents 18 years of age or older.

Signature: Application Date / /

Approved: Head of Circulation Date / /

Approved: Library Director Date / /




Meeting Room Policy for Outside Groups/Individuals

The Meeting Rooms of the Community Library are available for non-profit educational, recreational, cultural
and civic purposes on an equitable basis, regardless of the beliefs or affiliations of the individuals or groups
requesting their use. Use of the Library Meeting Rooms by community groups, organizations or individuals in

no way implies endorsement of their polices or activities by the Library or anyone connected with the Library.

Applicants requesting the use of the Meeting Rooms agree to the following procedures:

+ Completed Meeting Room applications must be submitted to a Circulation Desk Supervisor no earlier than six

months prior to the date (s) requested.
* Meeting Room space is available during regular Library hours.
¢ All meetings must be open to the public.
¢+ No admission fees may be charged. Donations may not be solicited. No items may be sold.
¢ Regular Library service takes precedence over all other activities.

¢ The use of Meeting Room space can not interfere with the operations of the Library.

¢ The applicant assumes responsibility for maintaining public order and safety in the Meeting Room, and for en-

suring that all in attendance observe the Library’s Rules of Conduct.

¢« The Applicantis responsible for any damage or loss that results from the use of the Meeting Room by his or

her organization.
* Groups composed of minors MUST be supervised by an adult that is present at all times.

¢ The applicant indemnifies the Library and its Board of Trustees and Staff from any liability, claim or lawsuit

arising from the use of the Meeting Room.

¢ Hot plates, Sterno, Crock Pots, Portable Ovens along with any appliances to keep food warm/hot are
prohibited—foods such as pizza, heroes and the like are acceptable when groups require food. The applicant

is responsible for table covers and clean up.

¢ The applicant will notify the Library immediately in the event of cancellation or postponement. Likewise, in
the event of inclement weather, the applicant bears the responsibility of contacting the Library in case of an

emergency closing.

¢« The applicant’s name and phone number will be released to any person requesting information concerning an

organization’s activities or programs.

¢ The Community Library may be mentioned only as a location not as a sponsor or as the headquarters for the
meeting or event on publicity materials. The Library’s phone number will not be used as a contact for further

information regarding a non-library sponsored event.
+ All applications are submitted to the Library Director for final approval.

¢ The final and sole interpretation of this policy rests with the Library Board of Trustees. Implementation and

enforcement are delegated to the Library Director or the Director’s designee.
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