
Policy on Community Room Use
Gardiner Library
PURPOSE
Policy for public use of the Library Community Room is determined by the Gardiner Library Board of Trustees and administered by the Library Director or the Director's designee.

POLICY 
The Community Room is primarily for Gardiner Library sponsored activities. When the Room is not in use for Library programs, residents or non-profit organizations may request its use for their educational, cultural and civic activities subject to guidelines and standards set forth in this policy and as may be deemed necessary by the Gardiner Library Board of Trustees or its designee.  The Gardiner Library Board of Trustees retains sole discretion on the use of the Library Community Room.
Application for use of the Community Room may be made up to three months in advance and will be considered in order of request; however, Gardiner organizations will be given priority over other groups. Permission to use the Room for non-Library functions in no way constitutes the Library's endorsement of the group or its activities. The Community Room may not be scheduled by the same organization more than 12 times in a 12 month period, other than Library sponsored events.

PROCEDURE

Application for Use of Community Room
· Requests to use the Community Room can be made in person or by phone. An application form must be completed and submitted to the Library no later than two weeks after a request to use the Room. If the application is approved, the requested date will be entered on the Community Room calendar, and is regarded as confirmed. The Library Director must be notified promptly of cancellation; failure to do so will affect future reservation status.

REGULATIONS
General

· Use of the Community Room is available to residents of the Town of Gardiner and/or groups with headquarters in or those that provide substantial services to the residents of the Town of Gardiner.

· Room use must not interfere with the convenience of Gardiner Library patrons.

· Room is reserved for the Library Board of Trustees the evenings of Board meetings, check schedule with Library Director.
· Library sponsored programs have priority. Library staff and groups associated with the Library will be given priority in reserving space in the Community Room.

· The Community Room may not be used for commercial and/or for profit purposes. 

· All meetings must be open to the general public and must abide by federal, state and local non-discrimination laws.
·  The Community Room will be closed whenever the Library is closed because of weather or other emergency. No freestanding signage will be allowed on Library property.
· Neither the name nor address of the Gardiner Library may be used as the official address or headquarters or address of any organization that may be using the Community Room. Publicity for events in the Library should clearly identify the sponsoring organization.

· The Library reserves the right to cancel a reservation for Library purposes. The Library has the right to cancel any scheduled use in an emergency, which emergency shall be defined solely at the Library Staff’s discretion. The Library reserves the right to order the Community Room cleared for infringement of any of the guidelines or rules delineated herein.

Facilities

· Smoking and /or alcohol use is not permitted within the Library building.
· Gardiner Library Staff must have access to the Community Room at all times.

· A Library employee will examine the Community Room before and after use for discovery of possible damage to or loss of property.  

· Programs involving the use of materials, such as paint or flame, likely to result in damage to the facilities or persons therein are not permitted.

· No decorations may be hung from the walls or ceiling, no tape or tacks may be used, and no throwing of rice, confetti, glitter or other such products.

· Food and beverage are permitted in the Community Room. The Room must be restored to the condition in which it was found before groups vacate. 
· There is a vacuum cleaner available for use upon request.

· The group using the Community Room is responsible for both the setting up and taking down of equipment, including tables and chairs. Adequate time should be reserved by the group to accomplish both of these tasks. Tables should be folded and replaced in the designated area.

· Community Room user is required to secure the facility upon completion of event, as per instructions of Library staff.

Liability
· Gardiner Library does not assume and shall not bear the responsibility whatsoever 
for personal injury to any member, affiliated person, guest, invitee or licensee of the using organization, its members, affiliated persons, guests, invitees, or licensees. 
· At the Library Board’s discretion, applicants may be required to provide proof of adequate insurance naming the Gardiner Library as an additional insured prior to use of the Community Room.

· No property will be accepted by the Library for safekeeping. The Library is not responsible for articles left in any part of the building.
· All programs involving minors must have two adult sponsors present who are personally responsible for the conduct of the event.

· The permit holder, person signing the application for use, must be eighteen years of age or older. Permit holder assumes responsibility on behalf of the group or organization. Cost of repairing any damage to the Community Room and its' contents will be charged to this person or the organization. 
Fees

· The Community is welcome to use the Community Room in conformance with this policy and no fee will be charged to permit holder, other than to cover circumstances as outlined herein.  Donations to the Library will always be gratefully received.

· All programs and exhibits shall be free and open to the public. In the instance of a Library-sponsored event, the Library may accept donations and/or material fees to offset the expense of programs offered to the community.
· The Library employee will examine the Room before and after use for discovery of possible damage to or loss of property.  
· Violation of this policy as determined by the Library Director will result in a cleaning fee and future loss of Room use. The person whose name appears on the application will be held responsible. 

Please call the Gardiner Library at 255-1255 to confirm availability of the date/time you are requesting prior to completing the form for Use of the Community Room
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