Eager Free Public Library

Policy on

Meeting/Community Room Use

Approved by the EFPL Board on January 29, 2008
In keeping with Eager Free Public Library’s mission, and as a public service, the library provides limited space for meetings and community activities if the room’s use does not conflict with normal library activities.  Library programming will have first priority in determining use of the facilities.  Permission to use the meeting room does not indicate Library endorsement of the program, activity, event, organization or beliefs.
Who can use the Meeting Room:

All meeting room activities or uses must be open to the public.

The meeting room may be reserved by any non-profit or government organization or individual with prior approval of the Library Director.  The Library Director may also request the approval of the Library Board before granting permission for use of the library meeting room.

The Library Director and the Library Board must approve the use of the meeting room by commercial or for-profit groups, companies, individuals or organizations. All meeting requests brought before the Library Board will be considered at their regularly scheduled meeting on the last Tuesday of the month.  Permission may be granted provided the following criteria are met:

1.  The organization or group is sponsoring an educational program of a nonprofit nature.

2. The event or activity is free and open to the public.

3.  The event in some way coincides with the library’s mission in that it provides a cultural, educational or informational forum.

4.  Attendees of the meeting, event or activity are not actively solicited to purchase anything.

Prohibited uses of the meeting room include:

1.  Private social functions such as showers, birthday parties, or dances.

2.  Religious services.

3.  Political campaigns or political fundraising.  (Political activities, forums and town hall meetings that do not favor or promote a political candidate or party are permitted).

4.  Organizations or programs whose purpose or activity is illegal.

5.  Programs which would or would be expected to disrupt the library’s operation by causing excessive noise, safety hazards or a security risk.

Meeting Room Availability and Use: 

The meeting/community room, located on the lower level of the Eager Free Public Library, adjacent to the Children’s Room, is available during normally scheduled open library hours.

Meetings outside of normal posted library hours must have a library staff member present and must be approved by the Library Director at least 2 weeks before the meeting.  A fee of $40 will be charged to cover staff time and building maintenance and is due prior to using the community room unless other arrangements are agreed to by the Library Director.

Seating and space are limited and users may have to provide additional chairs if the group exceeds 50 people.  A maximum of 85 people can be in the room at one time as per fire safety guidelines. The group or person using the meeting room is responsible for setting up chairs, tables, furniture and non-library equipment prior to the program and returning all items to their rightful place upon completion.  Library tables and chairs may not be taken from other part of the library for use in the meeting room without permission from library staff.  

For any group, organization or individual using the meeting or community room, all advertising, except that incidental to the program, and the sale of merchandise or other materials is forbidden on the premises unless specific approval is given prior to the meeting by the Library Board.

In advertising or promoting the event, the meeting room user may not use the library’s phone number as a contact nor use the library’s name to imply or infer that the library is a host or sponsor of the scheduled event.

Nothing is to be taped, hung, tacked or otherwise affixed to any walls, windows, doors or furniture.

Reserving the Meeting Room and User Responsibilities:

A meeting room use form can be obtained from and returned to library staff at least 2 week prior to use of the room

Use of library equipment such as audiovisual equipment must be approved by the Library Director at least 2 weeks prior to use.  Library staff will set up and take down library equipment.  

Meeting room use for participants under age 18 requires the presence of a responsible adult at all times.

The person signing the meeting room request form is responsible for the group’s use of the room, clean up and any damage to the room or library equipment. All areas of the library used by meeting participants must be left clean and orderly.  The organization, group or person who requested the meeting room is financially responsible for any breakage or damage to library property.

Refreshments served during use of the room require prior approval of the Library Director.  Serving or consuming alcohol, tobacco products or illegal drugs is not permitted in the library. 

EFPL is not responsible for any equipment, supplies, materials, clothing or other items brought to the library by any group of individual attending a program.  The Library Board and Staff do not assume any liability for groups or individuals attending events or programs at the library.

If a meeting or event is cancelled, please contact the library as soon as possible.  Failure to do so may result in suspension of room privileges.

The library’s handicap accessibility cannot be compromised in any way by the organization or activity taking place in the room.  Exit doors must be kept clear of obstructions at all times.  

It is expected that any person or group using the meeting room will conduct themselves in a courteous and respectful manner.  If library staff at anytime feels that is not the case you may be asked to leave the library premises immediately, with a police escort if necessary.

Future use of the meeting/community room may be denied if these requirements are not observed.  The Library Director has the authority to revoke or deny permission for use of the meeting room if this policy is not followed and has the authority to interpret minor variations of this policy.  Any person or group may appeal the Director’s decision to the Library Board.

Some or all of this policy may not apply to programs or meeting room use hosted or conducted by the Eager Free Public Library, or Arrowhead Library System in support of the Library’s main functions.
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