Meeting room rules are as follows:

1. No smoking in the room.

2. No alcoholic beverages. Use of food and beverages shall 

be restricted to the meeting room.

3. Groups using the meeting room are responsible for setting up and taking down of the chairs and tables. 

4.  Group is responsible for turning off lights, disconnecting   

     electrical appliances, leaving the meeting room and its 

     environs in a safe and clean condition.

5.  If the meeting in an enclosed meeting room extends 

     beyond the library’s hours, the group is responsible for

     properly locking the doors.

6.   The library does not provide personnel to assist in

 activities sponsored by groups using the meeting room.

7.   All activities must be supervised on premises by at least 

       one adult at all times.

8.   The library cannot be responsible for storing material for groups using    

       the room.

9. Audio-visual equipment may be used in the room. The library will not       apply staff to operate equipment.

10. Any damages to the property or equipment will be charged to those   responsible for making the arrangements.

11. In case of failure to abide by the rules, further usage of the meeting room  may be refused.
    PIONEERLAND LIBRARY SYSTEM
MADISON MEETING ROOM POLICY


Libraries that are members of Pioneerland Library System have access to meeting rooms under different arrangements:

1. Library is located in joint facility and share a meeting room but does not control its use.

2. Library has a local library board which sets policies for meeting room use.

3. Library does not have a meeting room but library itself is used as one. 

This policy is recommended for adoption by local library boards (#2 above) but does not affect libraries under #1 above. It does affect libraries under #3 above.

The meeting room is available for all groups, clubs, and organizations, regardless of their beliefs or affiliation. There are no restrictions regarding religious, political, or business activities other than that they be lawful and do not in any way distract from other library functions. 

All meetings shall be open to the public and without an admission charge. The library’s own meetings and programs, both for staff and for the public, will have priority in booking the meeting room. The library does not advocate or endorse the viewpoints of meetings or meeting room users. 

1. There is no fee for non-profit groups. 

2. A for profit group will be assessed a $20 fee. This charge could be waived at the librarian’s discretion.

3. Reservations are made on a first-come, first-served basis.

4. Reservations are accepted 60 days in advance of the scheduled event. It should include date, time, length of meeting, name and phone of person responsible for the reservation, and name of the group having the meeting.

5. Application form for using the library meeting room should be filled out and returned to the application form for the entire year. Keep the forms updated yearly.

6. The meeting room or other library facilities may be used for “one-man” and gallery art and craft shows at which prices are posted but sales transactions must be completed off library premises.

7. In case of questions as to the objectives and appropriateness of an organizations activity, the Library Board shall have final authority in granting permission for use of the room.

8. Steps to follow if there is objection to appropriateness of organizations activities. Some steps are followed for any group or individual who believes that they have been unfairly denied use of the meeting room or their use was unjust.

a. Written grievance is given to the Head Librarian.

b. Head Librarian gives written grievance to local library board.

c. Head Librarian/Local Library Board ultimately gives written grievance to PLS administration and then to the PLS Board.

9.  In libraries that do not have an enclosed meeting room or a separate entrance to their meeting room, a library staff, library board member, or city official must be supervising. A library board member could volunteer his/her time to sit at the library while a group was meeting on a night when the library was not open. If the meeting is held when the library is closed, the group having the meeting will pay the library staff person for their time. Reimbursement for this person will be sent to Pioneerland Library System Headquarters. This is subject to availability of library staff. 

Approved by Madison Library Board 2003
Please complete and return this application to the Head Librarian.

 Please complete and return one Report of Meeting Room Use form to the Library after each of your meeting room uses. 


Applicant and Authorized Agent of Applicant have read the Pioneerland Library System Meeting Room Policy and agree to abide by its terms and conditions:

1  Applicant and Authorized Agent of Applicant agree to hold Pioneerland Library System, the Madison Public Library Board and government, and all government representatives, volunteers and staff, harmless from any loss or damage occurring while on Library premises or arising out of the use of the meeting room, or its environs, and shall indemnify the same from payment thereof.

2 Pioneerland Library System, the Madison Public Library and government, and all government representatives, volunteers and staff are not responsible for any loss or damage incurred or suffered by any meeting room user, or meeting room user guests, invitees, patrons or associates, which loss or damage occurs while on Library premises or arises out of the use of the meeting room or its environs. 

3 In the event of loss of or damage to Library equipment, property or furnishings arising out of the meeting room use or associated with meeting room use, applicant and Authorized Agent of Applicant shall promptly, upon demand, pay for all losses or damages suffered or incurred by the Library.

4 According to the Library Bill of Rights, a meeting held in a library is open to the public.

Dated at _______________________, Minnesota, this_________day of ____________, 20_____.

APPLICANT
              




AUTHORIZED AGENT OF APPLICANT









(18 years or older)

_________________________________________    ___________________________________________

(Name)





(Name)

_________________________________________   ___________________________________________

(Address)



             (Address)             

(H)________________(W)___________________  (H)__________________(W)___________________

(Telephone)




(Telephone)

If the Authorized Agent of Applicant will not be present during all of the meeting room use, please provide the name(s) and address(es) of person(s) 18 years of age or older who will be present:

___________________________   ___________________________   ____________________________

(Name)



(Name)



(Name)

___________________________   ___________________________   ____________________________

(Address)


(Address)


(Address)

___________________________   ___________________________   ____________________________

(Telephone)


(Telephone)


(Telephone)  

PIONEERLAND LIBRARY SYSTEM

MADISON PUBLIC LIBRARY

MEETING ROOM REPORT OF USE

Please complete and leave with the Head Librarian.

If library is closed leave in the box designated Meeting Room Use Reports.

Name of group/individual using meeting room__________________________________

Name of library __________________________________________________________

Number of people attending the meeting_______________________________________

Date of meeting __________________________________________________________

Thank you!

Comments:

MEETING ROOM RULES ARE AS FOLLOWS:

1. No smoking in the room.

2. No alcoholic beverages. Use of food and beverages shall be restricted to the meeting room.

3. Groups using the meeting room are responsible for setting up and taking down of the chairs and tables.

4. Group is responsible for turning off lights, disconnecting electrical appliances, leaving the meeting room and its environs in a safe and clean condition.

5. If the meeting in an enclosed meeting room extends beyond the library’s hours, the group is responsible for properly locking the doors.

6. The library does not provide personnel to assist in activities sponsored by groups using the meeting room.

7. All activities must be supervised on premises by at least one adult at all times. 

8. The library cannot be responsible for storing material for groups using the room.

9. Audio-visual equipment may be used in the room. The library will not supply staff to operate equipment.

10. Any damages to the property of equipment will be charged to those responsible for making the arrangements.

11. In case of failure to abide by the rules, further usage of the meeting room may be refused.

