A. PURPOSE

Meeting Space Policy

The Board of Trustees of the Fulton County Public Library invites any group of community members to meet
in Library spaces designated for this use.

B. DEFINITION(s)
For the purposes of this policy, a meeting space is defined as a designated room or area of the Library
available, by prior arrangement, for public use.

C. POLICY

1. Availability and Acceptable Use

a.

Meeting rooms of varying capacity may be requested and reserved, subject to availability,
using the library’s application process.
i. Reservations are considered on a first come, first serve basis. Priority is given to FCPL
sponsored and co-sponsored activities and events.
Organizations or groups engaged in educational, cultural, intellectual, civic, or charitable
activities may use the Library meeting rooms for non-commercial, non-partisan, and/or non-
profit purposes.
i. Businesses engaged in employee or organizational activities may be permitted to use
the meeting room at the discretion of the Library Director.

ii. Government units located within the Library servicing district and engaged in non-
partisan or bipartisan activities may also be permitted to use the meeting rooms at
the discretion of the Library Director.

iii. Religious organizations may use the meeting spaces for events that are open to
everyone, and where no monies are solicited or collected.
iv. Sale or marketing of goods or services by individuals or groups is prohibited.
v. Fundraising which does not benefit the Library is prohibited.
vi. Meeting rooms may not be used for family gatherings or social events, including, but
not limited to, weddings, receptions, parties, and showers.
Meeting rooms may be available to groups whose intended audience members are 17 years
or younger with adult supervision, maintained at a ratio of one adult per five persons under
18 years of age.
Library programs, activities, and events requiring the use of meeting rooms have priority over
outside group applications.

2. Reservations and Cancellations

a.

@ a0

Application for the use of meeting rooms must be made in advance of the meeting as
prescribed by Library management.

Reservations must be made in person or by phone. No reservations will be accepted by
voicemail message, email, text, or chat.

The individual who signs the meeting room application must be at least 18 years of age.

Reservations may only be made two months in advance.

Groups may schedule up to four (4) meetings per month.

One week’s advance notification is expected for meeting room cancellations.

Library events/programs will have precedence over non-library events, and the Library
reserves the right to cancel any reservation, with at least one week’s advance notice, if a
Library event/program needs the room.

The Library reserves the right to cancel any reservation without notice in the event of an

emergency, such as snow closings or unsafe building conditions, or for disciplinary action in

the event of inappropriate or disruptive activities among the reserving group attendees.

Due to high demand for meeting rooms, groups that cancel reservations three consecutive

times, or do not appear for their scheduled meeting for three consecutive occasions, will be

prohibited from reserving meeting rooms for a period of six months.



3. Hours of Use

a.

4. Fees

Meeting rooms are available during open hours of the Library or as amended by Library
management.

Programs must end 15 minutes prior to Library’s scheduled closing time. However, the Library
reserves the right to require programs to end earlier. Rooms must be returned to their
original condition and vacated by the Library’s scheduled closing time.

The Library does not asses a fee for the use of the meeting rooms.
Groups or individuals may not charge or solicit an admission-type fee for any event or
program held in the meeting rooms.

5. Equipment and Furniture

a.

The applicant must request the use of any Library equipment and furniture for a reserved
meeting room at the time of application. Library equipment may not be removed from the
meeting room.

6. Conditions of Use

a.

Groups or individuals using the meeting rooms may not disrupt others’ use of the Library.
Persons attending the meeting are subject to FCPL’s Appropriate Behavior Policy, which is
attached to the meeting room reservation form.

The number of attendees shall be limited to the posted maximum occupancy.

i. The number of attendees may be further limited due to unforeseen circumstances,
including but not limited to health emergencies, and/or per the directives of local,
state, and/or federal governments.

Food and drink are allowed in designated meeting rooms. Alcohol is strictly prohibited.
Cleaning up food and drink debris, spills, etc. will be the responsibility of the group reserving
the room. A fee may be assessed if additional cleaning by Library staff is necessary.
Meetings are bound by state and federal Open Door laws where applicable. The responsibility
to comply with such laws is incumbent on the group reserving the meeting room. A group
may restrict attendance to a limited or designated audience except where these laws apply.
The Library is not responsible for assuring compliance but will provide appropriate space for
groups to post any such required notices.

The Library Director, or delegated representative of the Director, is authorized to deny the
use of the meeting rooms to any group that is disorderly or has a history of disorderly and
abusive conduct, or that violates this policy.

7. Liabilities

a.

The Library allows the use of its facilities with the understanding that the Library accepts no
responsibility for the personal safety of any person, either inside or outside the building,
during that use.

The Library is not responsible for damage, loss, or theft of personal property.

The individual who signs the meeting room application shall be responsible for the conduct of
the group and for protection of Library property in connection with the meeting. The Library
shall be promptly reimbursed by the signing party for any expense or damage resulting from
the use of the facility.

Groups and individuals will indemnify and hold harmless the Fulton County Public Library, the
Library Board of Trustees, the Director, and all Library employees and volunteers, from any
loss, damage, liability, costs and/or expense that may arise during or to be caused in any way
by such use of the Library facilities with the exception of loss, damage, liability, costs and/or
expense caused by the willful act or negligence of the Fulton County Public Library.

The individual who signs the meeting room application assumes all and exclusive
responsibility for the preservation of order and the sole and exclusive liability for any



injury of persons, and damage to, or loss of property that may result from the use of
the meeting room other than for injury or damage caused by the willful act or
negligence of the Fulton County Public Library; and for the due observance of all
regulations of the Board of Trustees of the Fulton County Public Library.

8. Disclaimer

a. The Library maintains a Meeting Room schedule that may or may not be posted publicly.
Groups may opt to not have their meeting listed on the schedule, by indicating their choice
on the Meeting Room Application form.

b. The Library does not assume any responsibility to publicize or promote any outside group
meeting, and will not publicize outside groups’ meetings on the Library’s website or social
media. Reserving groups may not post signage on library property.

c. Use of meeting rooms does not imply endorsement, support, or co-sponsorship by the Library
for the activities that take place in the meeting rooms nor the beliefs or views of the groups
sponsoring the events.

d. FCPLrecommends promotion of meetings at the Library contain the following disclaimer: This
meeting is neither sponsored by nor endorsed by the Fulton County Public Library.

9. Disputes

a. Questions regarding the interpretations of the policy will be resolved by the Library Director
or delegated representative of the Director.

D. ADOPTION

1. Adopted by the Fulton County Public Library Board of Trustees: May 10, 2021
2. Supersedes Meeting Room Use Policy dated September 2014.

3. Supersedes Meeting Room Use Policy dated October 1996.



FULTON COUNTY

Meeting Space Agreement Form

PUBLIC LIBRARY

To reserve a room call 574-223-1007.

Organization Name

Applicant’s Name

Email Address

Phone Number

Address

Meeting Name

Purpose of Meeting

Number Attending

Date(s) Room Needed

Meeting Start Time

Meeting End Time (Must be at
least 15 minutes before closing)

Time of Set Up

Clean Up End Time
(Must be by time of closing)

Will you serve refreshments?

Yes No

Available equipment

Podium

Lapel Microphone
Handheld Microphone
TV

DVD Player

LCD Projector

Sound System
Whiteboard & Markers
12-Cup Coffee Maker
Large Coffee Maker

Kitchenette

I have read and agree to abide by the FCPL Meeting Space Policy.

Signed:

Date:




Application Received by: Date:

Notes (Special Accommodations- i.e. equipment needed, etc.):

Approved Denied Initials Date:




