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MEETING ROOM POLICY
The primary purpose of the meeting room at the [LIBRARY NAME] is for programs, classes, meetings, and events conducted or sponsored by the Library to benefit the [LIBRARY NAME]’s community. Use of the Library’s meeting room is granted on equal terms if the organization complies with the policy guidelines as stated.
[LIBRARY NAME] reserves the right to deny applications for use based on the guidelines of this policy, availability of space, staff coverage, past violation of Library policy, and frequency of use.

PROCEDURES AND GUIDELINES
[LIBRARY NAME] sponsored programs and events [INCLUDE IF YOUR LIBRARY HAS A FRIENDS GROUP: or programs of the Friends of the LIBRARY NAME] will be given priority in scheduling. Library meeting spaces may be made available to outside groups, particularly to community groups and nonprofit organizations whose aims are educational, cultural, and/or civic, on a first-come basis.
To reserve the meeting space, all outside groups must contact the Director to check on availability, to provide contact information of the responsible party, date/time of the meeting, a brief description of the meeting room use, and how the use of the meeting room will further the mission of the Library. The Library reserves the right to obtain additional information when necessary.
To contact the Director regarding room reservation, meeting organizers should call or visit the Library, or email the Director.

MEETING ROOM USE
Events or programs utilizing the Library’s meeting room must adhere to the following: 
· The Library meeting room is not available for religious, political, commercial, or illegal/hazardous activities, or for meetings that otherwise fail to support the mission of the Library.
· Except as a designation of location, the name of the Library may not be used in any publicity relating to the use of its meeting room.
· Meetings must be conducted in such a way as to not disturb Library operations.
· The maximum capacity for the Bloomfield Public Library meeting room is 30 people.
· Sale of merchandise (as in author events) is left to the discretion of the Director.
· No admission fee may be charged for entrance to an event in the Bloomfield Public Library meeting room, unless otherwise provided by the Library’s Board of Trustees. A sponsor of a meeting or program may request a fee that covers the cost of materials furnished to participants.
· Library staff must have free access to the meeting room at all times.
· The Library must be left in acceptable and clean condition. Tables and chairs should be returned to the positions in which they were found.
· Please be aware that meeting organizers and/or attendees are responsible for any damage or personal property loss. Any damage to the room or equipment that warrants professional cleaning or repairs and the associated costs therein will be borne by the meeting organizers.
· The Library should be notified promptly if a group must cancel a meeting intended to be held at the Library.
· The Library reserves the right to close due to adverse weather conditions.
· The Library retains the right to monitor all meetings conducted on the premises to ensure compliance with this policy.
· Failure to comply with any of the Library’s policies and guidelines, including but not limited to the Code of Conduct Policy, [LIST ANY OTHERS], may result in termination of the meeting and/or future loss of meeting room usage.
Use of Library space by any group shall not constitute endorsement of that group, its beliefs, or its activities in any form by the Library, its Board of Trustees, or staff.

[OPTIONAL: ENTRANCE AND PARKING]
[Include any directions, entrances, and preferred parking locations for your meeting room.]

ONGOING USE EVALUATION
The Meeting Room Policy will be periodically evaluated in relation to the mission of the [LIBRARY NAME] by the Director and Board of Trustees. The Director and Board of Trustees may update or modify this policy as needed.
Questions or concerns regarding the [LIBRARY NAME] or this policy should be forwarded to the Director.
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