Community Room Use Policy


Harper Library Community Room Use Policy
Harper Library (hereinafter Library) is a 501(c)3 public library that supports Harper, western Gillespie, and small portions of eastern Kimble and northern Kerr Counties, Texas.  Our mission is to provide full library services including library materials, internet access, computer use, programs, and basic office services (faxes, printing, copying) for all visitors to our Library.  The Harper Library Resale Shop (hereinafter Resale Shop) exists to provide income for the support of the Library and to provide a discount retail source for clothing, housewares and other items to Harper and the surrounding area.
Along with those services, the Library provides a Community Room for organizations in the local area we serve when the aims are educational, cultural, and/or for civic betterment. The use of the Library Community Room does not constitute endorsement by the Library of the views and actions expressed by the users.
Political and religious meetings may be scheduled in the community room; however, no advertising for those meetings may be posted anywhere in or on the outside of the Library. 

No meetings of attendees may be held in the Library proper.

Arts and crafts exhibits and/or sales are not permitted due to liability for theft/damage etc.
The Community Room is limited to a maximum of 35 people. 
Reservations will be kept on the Community Room Reservation Calendar located on the circulation desk. The reservation should show the start and end time of the meeting/event. The room may be reserved for up to four (4) hours on a given date. Reservations will be made on a first booked, first served basis.  The person reserving the room must be a Library patron or a member/representative of an organization in the local area we serve and complete a reservation information form.  A picture ID must be shown to the Library representative when the reservation is made.  If the person making the reservation is not a Library member, a Driver’s License number, name, address, phone number and email address will also be required.  Recurring meetings may be scheduled for up to one year. If a conflict arises with a Library function requiring the Community Room, the Library will have top priority and all other reservations for that date/time will be cancelled and the person/organization notified by phone.  
The Community Room use is free for any local non-profit organization or other community organization in the area we serve.  If the organization is not charging a fee for attendees, there will be no charge for the use of the room unless refreshments are served. The fee for other businesses, organizations, political parties, or persons charging for attendance at an event is $35.00 fee per four (4) hour session.  The fee for any private function such as a reunion or baby/wedding shower is $35.00 fee per four (4) hour session. The fee amounts may be changed at any time at the Library Executive Board of Directors’ discretion, but not after the event/program reservation has been accepted and placed on the calendar.

If refreshments will be served, a deposit of $50.00 is required. Persons/organizations serving food must supply their own paper products, tableware, etc. No food or drinks are permitted outside of the Community Room in the Library proper.  Deposits will be refunded if the room is left clean, no damage has occurred, and the tables/chairs have been returned to the original layout. If damages occur, the deposit will be forfeited and the person signing this agreement will be liable for any repair, replacement, or cleaning costs due above the deposit amount.

No meeting may be scheduled when the Library is closed unless a Library or Resale staff member will be attending the meeting/event.  If an organization wants to schedule a meeting/event at a time not within normal operating hours and they do not have a staff member attending, the Library Director will solicit staff members for a volunteer willing to staff the Library during the meeting/event hours.  If a volunteer is found, the Library Director will notify the organization and the meeting will be scheduled.  If no staff member is available, the organization will be notified of the cancelled reservation.

Additional rules for room use:

1.
If the thermostat settings are adjusted during the use of the room, the settings must be returned to the original setting at the end of the meeting/event.  
2.
No materials of any kind may be attached or removed from the walls, doors, floors, or ceilings of the Library or the Community Room without written permission from the Director.
3.
Alcohol, smoking/vaping of any kind is prohibited.

4.
All trash/garbage resulting from the meeting must be removed from the room/library and disposed of by the person/group having the meeting.

5.
At the end of the meeting/event, the person responsible for the meeting will ensure the tables and chairs have been returned to the original layout as found when they entered the Community Room. The table tops are required to be wiped clean. 
6.
All lights must be turned off at the end of the meeting/event.

7.
Bathroom facilities are open to the public.

8.
Kitchen use is prohibited.
The person reserving the room will be responsible for the behavior of all participants. 

The responsible person and/or organization making the reservation agrees to comply with the policies governing the use of the Library Community Room.

The undersigned assumes responsibility for the preservation of order and the sole responsibility for any injury to persons, damage to the Library facilities or Library or personal property, or loss of library or personal property that may result from the use of the Community Room. 

Reason for Community Room Use___________________________________________

Date of meeting/event: ________________________Time: _______________________

Person/Organization requesting reservation: ___________________________________

Signature:​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​ ___________________________________ Date:______________________

                 I understand and accept the conditions of this Community Room Policy.

Driver’s License:  State: ________Number: ____________ (Required if not a Library member)
Address: _______________________________________________________________

Phone: _________________________Email: __________________________________

Adopted by the Harper Library Executive Board of Directors on September 17, 2018
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