BERTHA BARTLETT PUBLIC LIBRARY

MEETING ROOM POLICY

The Bertha Bartlett Public Library welcomes public use of its meeting rooms.

 Meeting rooms may be used for civic, community, cultural or educational purposes.

Guidelines
1. The meeting room is available on an equitable basis regardless of the activities, affiliations, beliefs or policies of the individual, group or organization requesting use. Permission to use the meeting room does not constitute Library endorsement and in no way implies that the Library supports the views of the group.

2. Library-sponsored activities are given priority.  With adequate notice, the Library reserves the right to revoke permission to use the meeting room.  If a meeting must be canceled, the Library expects to be notified within a reasonable time so that another group may use the space. 

3. The Library meeting room is available for group meetings.  Conduct disruptive to the Library's general function as a place of quiet study is prohibited, as determined by the staff on duty. Activities must not disrupt the usual operations of the Library. The Library director is authorized to deny permission to use the library meeting room to any group or individual that behaves in a disorderly or inappropriate manner. Library policies and applicable federal, state and local laws are to be obeyed. If a question or objection is raised regarding use of the meeting room, the Library Trustees are the final authority in granting or refusing permission. 

4. Plans for decorations must be approved by the Library prior to installation.  Materials which might deface the property will not be used; exits will not be obstructed at any time; decorations must be removed prior to leaving the facility. 

5. In consideration of the Library's granting permission to use the facility, the users promise, and agree to hold the Library and the City of Story City, its officers and employees harmless and to indemnify them against any claims for loss of property or personal injuries resulting from or arising out of the activities to be held and conducted by the users on the premises. 

6. Meeting rooms must be left in an orderly condition with all personal property removed, trash placed in outdoor receptacles, tabletops cleaned, chairs stacked and stored, and tablecloths places in laundry receptacle.

7. The Library will bill for loss or damage of Library property. If more than routine cleaning is necessary or if tables and chairs are not returned to the standard arrangement a fee of up to $100 will be imposed.

8. Lighted candles are not permitted.

9. Privacy is not guaranteed. Meeting rooms are not soundproof.

10. Promotional materials may not state or imply Library sponsorship and may only be distributed or displayed in the meeting room.

11. Hours/Days of availability -- 7 a.m. - 10 p.m.- Monday through Sunday
12. Selling and fundraising in the Library’s meeting rooms and lobby are prohibited except for

events that benefit the Library. Book selling by the presenter or local bookstore is permitted

when the author is speaking at a Library-sponsored or co-sponsored event.

13. Admission may not be charged for any events in Library meeting rooms except for

fundraising events sponsored by the Library or BBPL Foundation that benefit the Library.
Reservations

14.  Reservations for the use of the meeting room are to be made online, by phone or in person with the librarian on duty and are subject to Director approval.  Rooms may be booked a maximum of 6 months in advance or at librarian discretion.  The reservation procedure involves the completion of an application, including a signature of a responsible party (over 18 years of age).  Signature may be completed at time of the event if reservation if needed. Groups or individuals who repeatedly use meeting rooms may have an application and signature on file that may be used for events throughout the year. No group may transfer use of the meeting room to another group.  Rooms are reserved on a first-come, first-served basis. 

15. If a key is needed, the person signing the responsibility form shall be responsible for picking up the key to the meeting room at the library during library hours. The group who uses the room will be responsible for locking the room and returning the key to the librarian or to the library book drop..  The expense of replacing a lost or damaged key will be assessed to the individual who signed the responsibility form.  Any failure to return a key or to pay a fine for a lost or damaged key may cause the loss of the privilege of reserving the room in the future.  The person/group signing the reservation form shall be held responsible for problems or cost resulting from the specified use.  Furniture must be returned to the original arrangement and the room(s) left clean and in order.

Equipment/Services/Resources/Rooms Available
16.  Local History Study Room (Capacity of 6)– has 4 chairs, a table, ethernet connection and 1 computer may be available
Computer Study Room  (Capacity of 6)– 4 chairs, 2 tables ( one conference table and 1 round table), 1 computer, 1 white board
Sons of Norway Conference Room: (Capacity of 9) – 6 chairs, I large table, tv monitor
Broad Street Meeting Room (Capacity of 20)– 4 tables, 15 chairs, large tv monitor, WiFi

Food and beverages may be enjoyed in this space.  
A kitchenette is available by special request. The kitchenette shall be left clean.  All equipment and supplies shall be provided by the users.   
Performance Space/Meeting Hall (Capacity of 220)– 30- 6’ long table, 10- 6’ round tables, 5 seminar tables, children’s tables, 230 chairs, tablecloths, 2 television monitors A kitchenette is available by special request. The kitchenette shall be left clean.  All equipment and supplies shall be provided by the users. 
Wifi is avaialble throughout the library.

Laptops, a Meeting Owl, HDMI cords etc may be used by special arrangement
Smoking is not permitted in the building.

17. A valid library card is required to use library equipment.

18.Tables and chairs may be arranged to suit the needs of the user but must be returned to the standard arrangement.

19. Wi-Fi access is available. The Library’s Computer Use Policy governs use of this service.  A connection to the Internet or a specific site is not guaranteed.

Fees

20. There is no charge for use of the study rooms.

21. Fees for using the Main Meeting Room and/or Kinne Wing: Non-profit community groups, no charge. For-profit groups and private events $15 for up to 4 hours, $25 for all day.  Non-profit organizations from outside the Story City area will be limited to one use per month without charge. Fees or the decision to waive said fees is at librarian discretion.
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Meeting Room/Kinne Wing Use Application
Today’s Date __________________Reservation Date & Time or Ongoing______________________

Name: __________________________________________________________________________

Phone Number: ___________________________________________________________________

Address _________________________________________________________________________
Library Card number and/or Driver’s License Number: _____________________________________

Organization using a room at the library: ________________________________________________

Type of use (Please circle all that apply): Local non-profit     Out of area non-profit    For-profit         

                                              Educational         Personal/Private Event     Community     Civic    Business

Equipment Needed (Circle items needed.)          Meeting OWL     Laptop Computer       Speaker     

*Library card is needed to check out equipment
                 other: _____________________________                                                                         

I have reviewed the Bertha Bartlett Meeting Room Policy and understand that by signing this document I am personally responsible for any damage/loss to the building, library property, key (if needed) and any cleaning fees. (Any decorations used need to be approved prior to being attached to the walls and/or ceilings.) In addition, I am responsible to remove trash, return the room to its original condition, secure the room after use, and to ensure conduct during meeting room use is consistent with library policy.

Responsible Party Signature: _______________________________________Date: ________________ 

Library Staff: ___________________________________________________Date: _________________

Fees charged: ____________________________ Fee paid date: ____________Staff initials: ________

Fees for using the Main Meeting Room and/or Kinne Wing: 

· Non-profit community groups (no charge) 
· For profit groups ($15 for up to 4 hours, $25 for all day)  

· Private individuals/groups ($15 for up to 4 hours, $25 for all day)

· Non-profit organizations from outside the Story City/ Gilbert area will be limited to one use per month without charge. (Additional uses $15 for up to 4 hours, $25 for all day)
Payment should be made payable to BBPL.
Meeting Room Checklist

Please sign and date checklist and leave in book drop with the key or return this form to staff after your event.

· Please leave the meeting rooms and restrooms as you found them

· If you put food in the garbage cans or have filled it, please take the bag(s) to the trash receptacle.

· Please wipe down tables. Rags are under kitchen sink in kitchenette. Please leave wet rags in the sink.

· Please unplug toaster oven, coffee pots or other devices.

· Make sure all lights are turned off including:
· Kitchenette

· Meeting Room

· Men’s Restroom

· Women’s Restroom

· Entry

· Lock the Meeting Room door

· Lock Library door if room was used after regular Library hours.
· Sign and date this checklist

· Return this form and keys to front desk or drop in book drop. 

Signature: ___________________________ Date: _______________________

BBPL Staff: _______________________________________________________

You may be charged for damages or if cleaning is necessary due to your event.
Please DO NOT prop open the front door. The hex key that you have been loaned will allow you to have the front door unlocked, so there is no need to prop the door








