3

6.

9.

Stevens Memorial Library
20 Memorial Drive
Ashburnham, MA 01430
P: (978) 827-4115
i F(978)827-4116
y stevensmemoriallibrary@gmail.com

MEETING ROOM POLICY

The Stevens Memorial Library has two (2} rooms available for public use. The Malcolm Stewart
Communily Room measures 34.5'x 237 and has movable seating for 60, 1 large table, 13 various size

Jolding tables, and a kitchen, The Activity Room measures 18' x 18" and has movable seating for 25, two

large tables, and a sink.

When meeting rooms are not being used for Library programs, the Trustees of the Stevens Memorial
Library encourage the use of the meetings rooms by organizations engaged in educational, cultural,
intelleciual, recreational, or charitable activities during normal Library hours. As a public institution
dedicaled to the free exchange of information and ideas, the Stevens Memorial Library offers meeting
space at na charge as a program of service. All meetings and programs held in Library rooms must be
free and open o the public, and o outside groups may use Library mecting space (o solicit donations or
o sell or promote items or services,

The Library does not advocate or endorse the viewpoints of meetings or meeting room users, but makes
every effort 1o make space available on an equitable basis, repardless of the beliefs or affiliations of
individuals or groups requesting use. The meeting rooms will be scheduled according to the following
priorities: Library-related meetings or programs; municipal meetings; outlside organizations. The Library
stalf will attlempt 1o contact room users il the Library closes, forcing cancellation of a program.

GUIDELINES
Failure to follow any of these guidelines may result in a loss of room booking privileges.

All requests to use & meeting room must be made no more than three (3) menths in advance by an adult
who shall be personally responsible for the conduct of the meeting, adherence 1o regulations, the
payment of any fees or charges, any damage (o the Library property, and restitution Tor losses. Requests
for use of Library audiovisual equipment shall be made at the fime of booking.

All groups must TiH out a written application. An amended form is available for muliiple bookings, but
groups may not have more than three (3) events scheduled st a time. Failure 10 notily the Library of
cancellations may resuft in forfeiture of future boekings.

Groups using the meeting room will be held responsible for any costs incurred by the Library or the
Town as a result of that use. A group may be required 10 post a bond to cover anticipated costs (e.g.,
securily or insurance) in advance of the program. The Library assumes o Hability for group’s activities,
and groups agree {0 hold the Library harmless {or any loss of, or damage to, personal property.

The condition of the room must be neat when vacated. All furniture must be retirned Lo its original
Jocation. [ custodial staff is required 1o return the room (o its original state. the Library reserves the
right {o charge the applicant for this time. Any damage to Library property must be reported to a stall’
member upen conclusion of the event, and groups using a meeting room are financiaily responsible for
any damage incurred to Library property by their group.

All {ire codes and applicable faws must be foflowed while on Library propesty, including the prohibition
of smoking and it candles, and limits on numbers of people allowed in said room at any given time.
Library behavior policies apply to groups using meeling rooms. Groups that disrupt or inhibit the
etjoyment of Library resources by others may lose their privileges.

All meetings must end no later than 15 minutes before closing, unless a waiver has been given by the
Library Director and special arrangements have been made,

Light refreshments may be served with prior approval by the Library Director, Alcoholic beverages may
nat be dispensed or consumed on Library property,

Facilities Use Requests that have been denied according to this policy may be brought to the Library
Board of Trusiees for appeal.



Stevens Memorial Library
20 Memorial Drive
Ashburnham, MA 01430
P: (978} 827-4115
I': (978) 827-4116
stevensmemeriallibrary@gmail.com

Facilities Use Request Form
Application for Single Booking

Name of Organization:

Address:

Ovrganization Phone Number: Organization Email:

educational cultural intelicetual
Type of Organization {circle one): , .
A g ( ) recreational charitable
Purpose of Mceting:
Type of Activities to be Conducted:
Date Requested:
Arrival Time: “End Time:
{Begin sef-up) {Clean-up finished)
Number of Attendees: Room Requested (circle one): community  activity
Number of Chairs Reguaired: Number of Tables Reguired:
Audiovisnal Equipment Requesfed:
*Serving Refreshments: yes 1o *IKitchen Required: yes no

Name of Applicant:

Day Phone Number:

Evening Phone Number:

As an auihorized adult representative of the above organization, I herelby apply for use of the

Facilities as indicaied above. | have read the Library's Mecting Room Use policy and agree thal afl rufes
will be sirictly observed. f a meeting is cancelled, I agree to notify the Library prompily.

Signature: Date:

FOR LIBRARY USE ONLY
Room is not booked without these approvals
ROOM RESERVED (circle one):

Communily Room Aclivity Room

| STAFE INITIALS:

DATIE:

HRECTOR APPROVAL: DATE:

Required if end time Is owutside of standard
or if ather sfarred items are circled ves.




