


Four Star Public Library District
Meeting Room Reservation Policy
Purpose
The Four Star Public Library District Meeting Room is available for educational, cultural, civic, informational, and community activities consistent with the library’s mission. Use of the meeting room does not imply endorsement by the library, its Board of Trustees, or staff of any group's beliefs, policies, or activities.

Library programs and activities shall have priority over all other uses.

Priority of Use
Meeting room reservations will be considered in the following order:
1. Four Star Public Library District programs and events. 
2. Library-sponsored organizations and partners. 
3. Government agencies and educational institutions. 
4. Nonprofit organizations serving the Four Star Public Library District. 
5. Community groups and civic organizations. 
6. Private individuals and businesses. 

General Rules
· Reservations must be approved by library director. 
· The meeting room is available only during regular library operating hours. 
· All events, including cleanup, must conclude no later than 30 minutes before the library closes. 
· The room must be left in the same condition in which it was found. 
· The reserving individual or organization is responsible for the conduct of all attendees. 
· Groups may not charge admission fees, unless approved by the Library Director. 
· The sale of products or services is prohibited, unless approved by the Library Director. 
· Smoking, vaping, illegal drugs, weapons prohibited by law, and disruptive behavior are not permitted. 
· Alcoholic beverages are prohibited. 
· Attendance may not exceed the room's posted capacity. 
· Children must be supervised by a responsible adult at all times. 
· The Library is not responsible for lost, stolen, or damaged personal property. 

Decorations and Facility Use
Decorations are permitted provided they do not damage library property.
All decorations must be removed during the cleanup period before the event concludes.

Parking
Because Library parking is limited, groups are encouraged to use the public parking available at the park across the street and walk to the Library when appropriate.

Groups hosting larger events should encourage attendees to utilize overflow parking to help maintain access to library services.

Library Equipment and Program Materials
Groups may request the use of selected Library equipment or program materials, including items such as:
· NEX playground equipment 
· Bubble machines 
· Musical instruments 
· Other program supplies and equipment 
Requests must be made at the time of reservation.

Approval is subject to availability, staff review, and the condition of the equipment. Library programming needs shall always take precedence. The library reserves the right to deny requests for equipment use at its discretion.

Fees
Community, Governmental, Educational, and Nonprofit Groups
No fee will be charged for approved use of the meeting room.

Private Events
Private events such as birthday parties, family celebrations, reunions, showers, and similar gatherings shall require a $25 refundable reservation deposit.
The deposit will be refunded if:
· The room is left clean and undamaged; 
· All tables, chairs, and equipment are returned to their original locations; 
· Trash is properly disposed of; and 
· The event concludes and cleanup is completed by the required closing time. 
The Library may retain all or part of the deposit to cover cleaning, damage, or policy violations.

Publicity and Social Media
Organizations and individuals may publicize approved events through their own communication channels, including social media.

Any publicity, advertisements, flyers, websites, or social media posts promoting an event held at the library must include the following statement:
"Use of a meeting room at the Four Star Public Library District does not constitute endorsement of the organization, event, or viewpoints expressed by the library, its Board of Trustees, or staff."
Library logos may not be used without prior written permission.
The Library may share information about community events held in the meeting room but is under no obligation to do so.

Liability
The reserving individual or organization assumes responsibility for any damage to library property resulting from use of the meeting room and may be charged for repair or replacement costs. Failure to comply with this policy may result in denial of future meeting room reservations.

Right to Refuse Use
The Library reserves the right to deny, cancel, or terminate a meeting room reservation when:
· The proposed use violates library policies or applicable law; 
· The room is needed for library purposes; 
· Information provided on the reservation request is inaccurate; or 
· Use of the room would create a safety, security, or operational concern. 


Adopted by the Four Star Public Library District Board of Trustees: ____________




