




MEETING ROOM POLICY

Black Road Branch – Meeting Rooms D, E, F

(Approved by Board November 21, 2002)

Purpose  The library meeting rooms are for use by the Library and for affiliated Library organizations and activities (such as the Friends of the Library).  When they are not being used or needed for Library purposes they are available to the public under the terms and conditions of this policy.

Statement of Policy/Principles
1. Joliet Public Library is a public facility and is used primarily for programs and services of the library.

2. When meeting rooms are not being used for those purposes they are available to groups, organizations, and individuals according to the regulations of this policy.

3. Joliet Public Library will strive to minimize additional expenses for supervision, room setup, security, liability, utilities, etc., so that primary library service is not negatively affected.  Fees are established so that each group, organization, or individual can pay for additional costs involved in the use of the facility or parts thereof.

4. Use of library meeting rooms/space may not disrupt or conflict with normal library operations or services.   On this basis requests for use may be denied or meeting room privileges suspended.

5. Library meeting rooms are for meetings and programs of an educational, informational, cultural, or civic nature, which enhance the library’s role as an institution that connects people with information.   All meeting rooms must be used for noncommercial purposes.  Meetings and programs must be open to the public.

6. Fees or charges for admission or participation may not be charged for activities held in the meeting rooms except in the instance of tuition by established educational institutions and/or nominal fees by non-commercial organizations to recover costs.  This information must be revealed on the application form.

7. In allowing public use of the meeting rooms neither the Library nor its Board of Trustees endorses any position expressed by any group using the rooms.  

8. Any organization or group using the meeting room shall indemnify and hold harmless the Joliet Public Library for any and all accidents which may be sustained on the premises resulting from the negligence of the group using the meeting room.

Priorities for Scheduling

1. Library-sponsored meetings or programs.

2. Library-related meetings or programs.

3. Educational, cultural, or civic meetings or programs of organizations serving the library community.  

4. Other meetings, which in the opinion of the Library Director are appropriate to the library for non-commercial purposes.

Branch Facilities
The Black Road Branch has three meeting rooms (D, E, F).  Each room seats 50 comfortably.  The rooms may be booked individually or booked simultaneously and combined for a total capacity of 150.  One of the meeting rooms has a tile floor and the other two rooms are carpeted.  All rooms are handicapped accessible.  Refreshments may be served in the Branch meeting rooms by contracting with the coffee shop.  Organizations may not bring in their own refreshments unless the coffee shop cannot provide.
 

A group may provide its own equipment or use the library’s.  The library owns an equipment cart, VCR & monitor, overhead projector, and podium. The group is responsible for providing a knowledgeable operator for the equipment it plans to use.  The library is not responsible for damage to slides, videos, etc., when played on library-owned equipment.  Rooms at the Branch are also equipped with motorized projection screens.  

Branch Library Procedures

1. Applications are available from the Administrative Office at the Main Library or the Branch Circulation Desk.  Reservations for Branch meeting rooms must be made at the Branch.

2. Reservations are preferred at least two weeks in advance of the meeting date and must be reserved 24-hours in advance.  Rooms cannot be reserved more than six months in advance of a specific date except for library or library-affiliated programs.  Other than the library no group may reserve the meeting room for more than two four-hour blocks in any two-week period.

3. An application form for meeting room use must be completed and submitted with appropriate fees in order to reserve a meeting room.  The person reserving the meeting room must have a Joliet Public Library card.  A confirmation will be given.  Meeting space is not considered reserved until the form and fees are received.

4. The Administrative Office or the Circulation Desk must be notified at least one day in advance if any event or use is cancelled.  Fees will not be refunded if notification is not given.  Failure to give the library notification of a cancellation may prevent future scheduling of rooms by that group. 

Branch Library Rules

1. Meetings must begin and end to coincide with regular library hours at the Main building.  They should begin after the library opens and end fifteen minutes before the library closes.  A $20 per hour fee will be charged for any portion of an hour extending beyond library hours (see fees).   

2. Publicity is the responsibility of the group booking the meeting rooms.  The group must provide and produce its own publicity. Publicity may not imply that the Library endorses the meeting.

3. All groups using the meeting room must comply with the Americans with Disabilities Act and are responsible for providing qualified interpreters or auxiliary aids upon request.

4. The group representative must check in with staff at the Circulation Desk before the meeting begins and after the meeting concludes.

5. Except for the Friends of the Library, organizations meeting in the library may not use the library as a mailing address or the library telephone number to conduct business.  Library staff will not answer any questions about a non-library related meeting other than to verify that there is a meeting booked.

6. Meetings must be orderly and the room returned to its original condition or the group will be charged for cleaning and/or repair.

7. The library’s Unattended Children Policy applies to people who use the meeting room.  A group must make provision for childcare if the children will not be part of the program.  Library staff is not responsible for watching unattended children.

8. The standard meeting room setup is 40-50 chairs, theater style, and one table at the front of the room.  Library staff, with sufficient advance notification, will do meeting room setup or changes.  Alternative seating patterns are included with this policy and, if desired, should be selected at the time of application.

9. Refreshments may be served by contracting with the coffee shop.  Organizations may not bring in their own refreshment unless the coffee shop cannot provide.  Cooking is prohibited.  Leftover food must be removed.

10. The Library is a smoke and alcohol-free building.

11. Library staff will not accept telephone calls or relay messages to people attending meetings except in emergencies.

12. Failure to abide by these rules may result in suspension of meeting room privileges.

Branch Fees

1.  The standard fee to use a library meeting room at the Branch is $25.

2.  Meetings must begin and end to coincide with regular library hours (see Rule #1).  A $20 per hour fee will be charged for any portion of an hour that the room is in use either before or after normal library hours.

3.  A $50 security deposit shall accompany all applications.  The security deposit will be held at the circulation desk and returned after the meeting is over if the meeting room and equipment are left in the same condition as they were prior to the meeting.  If damages are incurred or excessive cleanup is required, these costs will be taken out of the security deposit.
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