Gustavus Public Library

Meeting Room Policy

July 2005
The library, as an educational, informational and cultural center, offers the use of its meeting room to the public.  Groups using the library must meet the requirements of Meeting Room Rules, Regulations and Fee Schedule attached:

The meeting room is available on an equitable basis, regardless of the beliefs or affiliations of individuals or groups requesting its use.  Permission will be denied to any group whose purpose is illegal, solely personal or for which satisfactory adult sponsorship is not provided.  

The library encourages the widest use possible of its meeting room by the community within the framework of this policy, as long as meeting room use does not interfere with normal library functions.  Abuse of meeting room privileges may be grounds for denial of permission of future use.

I have read the attached policy and agree to comply with the rules and regulations therein:
Name of Responsible Person____________________________________
Signature___________________________
 
Date: ____________

Date Key Checked Out:
______________

Date Key Returned

______________



Description of activity:  __________________________________________

____________________________________________________________

How many people attended?



_________________

How many total hours in use?



_________________ 

Suggestions or comments for future:
MEETING ROOM RULES, REGULATIONS AND FEE SCHEDULE

There must be a signed form for each use of the meeting room.

Reservations can be made by calling or e-mailing the library administrator: celder@gustavus.lib.ak.us or library board president: librarian@gustavus.lib.ak.us
In order to give all community groups an equal opportunity to use the facility, the meeting room may only be booked for three consecutive days on a daily basis, four consecutive weeks on a weekly basis or two consecutive months on a monthly basis. The room may not be booked more than six weeks in advance; an exception would be made if a single event required public advertising or a company wished to arrange a seminar or meeting which required much advance planning, travel, etc.

Groups who wish to rebook the meeting room for additional consecutive meetings may do so on the date of their final meeting If no one else has reserved the room.

Priority order and fee/no fee for meeting room use will be:

NO FEE

1. Library sponsored programs.

2. Library Co-Sponsored Programs - may or may not involve library staff directly but are considered library programs. Examples of this are Writers Group, Scientific Seminar Series, SEAkNet training.

3. Local Government entities and other local non-profit status groups whose meetings are free and open to the public. (pre-school, Friends of Glacier Bay)

PLEASE NOTE: Utility costs for our facility are high. It would be greatly appreciated if groups who qualify under the "No-Fee" category would make a contribution for utilities. You can put your contribution in the donation can. Thank you!

FEE FOR USE

Any other groups which are not included in the No Fee category above. Examples of this are:

1. Other Public Programs/ Meetings such as NPS or DNR public hearings.

2. Arts Council venues where fees are charged.

3. Seminars and conferences or classes that are not local non-profit groups.

4. Private conferencing or other private study, individuals or small groups.

FEE SCHEDULE

Minimum charge is $20.00 for the first two hours.

$15.00 per hour for each hour thereafter.

$65.00 maximum per day

$35.00 cleaning deposit if serving refreshments.

$20.00 if key is not returned to a librarian.

Any meeting going over 8 hours must make special arrangements.

Any group using the meeting room over the hour will be charged for the next hour.

Arrangements must be made for entrance into the building unless the meeting room user group involves a regular library volunteer who has scheduled the room and will accept responsibility for building security.

ONLY the Meeting Room, entryway and washroom may be used when the library is not otherwise staffed and open to the public.

Individuals may not wander around the rest of the building, nor use the library materials, equipment, supplies or the phone. Special advance arrangements can be made for a meeting room phone, teleconferencing or computer/ Internet access.

Cancellation of a reservation may be necessary if space is needed for a library program or a local government sponsored meeting.  Every effort will be made to give adequate advance notice.

To facilitate re-booking, all groups are obligated to give the library as much notice as possible when canceling a meeting.

A scheduled program/meeting for a group composed of persons under the age of 18 must be sponsored and supervised by an adult.

No materials may be affixed to walls or other surfaces.

Groups serving refreshments are expected to provide their own utensils, dishes, coffeepot and so forth. Room must be left clean and in good order. See fee schedule for cleaning levy if the room is not left clean.

Reasonable care of the room and its furnishings will be the responsibility of the group using the facility.  The cost of any damages will be the responsibility of the user group.

The meeting room is available only for purposes that will not interfere with other library services. Activity and noise levels shall not disturb other users of the facility.  The group or meeting leader is responsible for keeping activity and noise within reasonable levels.

Children shall not be left unaccompanied in the library while the adult(s) are at a meeting.

Use of videos and other media in the library shall not violate copyright law.

When using posters, flyers, press releases and other publicity, please avoid giving the impression that the program is sponsored, co-sponsored or approved by the library unless it has been.

Failure to notify the library of a meeting cancellation or abuse of meeting room privileges may result in the denial of permission to that group in the future.

Since volunteers staff our library almost exclusively and we are not open full time, we need to set strict boundaries for use of the facility. Please help us to keep the spirit of this volunteerism going by complying with this meeting room policy and not creating extra work for our staff.  Thank you.

Meeting Room Reserved Date(s) and time(s):


________________________


Type of Activity:


________________________


Name of Responsible Party:


________________________














