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Pontiac Public Library Meeting Roomos
Policy Statement
The Popitac Public Libraty (PPT) provides meeting yooms as a service to the
cormmuouity. The Libraty Board of Trusiees recognizes that the Hbragy facility
belongs to the community and penits the facility nse by esiablished non-
commetcial groups and organizations based in Pontiac,
Approved by Libeaty Boaid on December 9, 2068
Regulations

o Non-Pontiac based groups or nog-tesidents must pay $50.00, This fee is due at submission
of application and is non-refundable.

- & Poptac residents can rent the roons for $25.00.

o Public mecting rooin resetvations are available to soncommercial, non-profit groups in
Ponidac. ‘The Libraty may require a copy of an osganization’s 501(c}(3) cestificate or State of
Michigan non-profit articles of incosporation and bylaws. '

o Libgary, libtary related and libaty sponsoted ot co-sponsoted programs have piiokity in the
uge of facilites. e . :

& The library does not discriminate agdinst any group based on race, pendey, religion, national
osigin, ot sexual preference. Religlous worship sesvices will not be petmitted in the libraty
meeting rootns. v

o Persons ot groups using libsary meeting rooms shall obsetve all gules of conduct and policies
applicable to libeary patrons.

o Libtagy facilities shall be reserved for civic, cuttusal o educational pusposes. Meetings of an
infomercial natute (ncluding the selling of a, product ot sesvice and/ox soliciting new
customers) of any cotomercial veniues are not petmitted. Howeves the sale of books, CIs
and othet itetns by authors or artists a8 2 past of and incidental to Libsavy progeamuning shall
be permitied if such sale is approved in advance by the Librasry Ditectos. i

‘o Meetings that tay distutb regalar libsary functiohs are not permitted.
o Applcants must be age 18 ok older and have 2 Pontiac Public Library cardiin goed standing.

o A completed application fori must he submitted to the Libsary Director or designee,
Applications must be recelved at least one weel in advance, With the exception of libsary
programs, meeting roons ase available on a first come, first sesved basis,

o  Reservatons ate not considered confitmed without the approval of the Libraty Ditector ot
desigiiee.

e Mecting rooms shall only be scheduled for use dusing regular Hbrary howss and must inchude
the toial time inwolved (frot set-up to vacate). Meeting rooins 1oust bevacated at least 15
suinntes fo the close of regnlas library hougs. 182 meefing s late, 2 §25 fee may he
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assessed for every 15 minutes beyond the vacate deadiine and the group’s meeting privileges
smay be suspended.

o Any application may be sejected, or any previously panted permission may be withdrawn, at
the disctetion of the Libwary Ditector. The libiary may cancel any teeting in accordance
with Jibtaty policies for temporary closures or emergency procedures.

o Al sooin setap and antenities shall be stated at the time the application is subeaittec.
Groups wishing to use library-suppled andiowisual equipment must make that request. at the
titne of application. Libraty staff will set up the toom accoiding to approved application
indications only. Last tninute changes in setup ot amenities will not be accepted.

o Peimission fo meet at the libsaty does fiot in any way constitute the libsaty’s endovsemient of
any group’s policies or heliefs. The reservhtion of 4 specific meeting toom, ot portion
thereof, does not entitle the uset: to sole use of any other toormn in the library.

o A group shall not use the lbsatys name for any purpose othes than to indicate the location
of the meeting. The nante, addzess, or telephone of the Pontiac Public Libeaty shall not be
used a5 the address, information contact souree, or headquatters for any group using the
Library for meeting purposes. The only exception will be the Friends of the Libraty.

o Any publicity repatdiog meetings held at the librasy must contain the following statement:
“This program Is neithes sponsoted nox endozsed by the Pontizc Public Libraty.” '

o Any publicity desigtied fox an andience beyond the members of the group must be approved
in advance by the Libiary Divector ox designes. . -

o Literaturs may be distibuted during the meeting, but commetrcial advertising, such as
coupons of testimonials, will not be permitred. _

o The regisiration of participants for a meeiing that uses libraty facilities is the responsibility of

" the sponsoting group, not the libtaty, Co

o The libraty prohibits admission charges. Nonprofit groups may chage fees for leatning
matetials, coutse credits, or food setvice not used as 2 fund-raiser.

o ‘The libtaty prohibits the sale of merchandise and other fondraising activities for non-libsaty
_purposes on libraty propetty. The only tnerchandising and. fmndraising activities pesmitted
are Friends of the Libsary sponsoted sales ot activities, Any exception imust be requested in
weiting and be approved in advance by the Library Ditectot. |

o Foodis petmitted duting a meeting but no cooking facilities ave available. The groug is
sesponsible for cleavmp and must bring its own supplies (coffee cups, napkins, eic).

o Alcoholic beverages are hirohibited in o on libraty propesty.
o Taping, stapling or tacking of tuatesials to the walls o othes fasnishings is prohibited,

o Lihaiy staff will unlock the zoom for any member of a group, even i the responsible patty
is not present.

o The facility must be left in the saime condition jt was prior to the meeting, If special cleaning
or re-arranging of the facility for any reason Is needed, the tesponsible pasty indicated on the
meeting room application may be charged o paininwm of $23,
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s

o Use of any kind of equipment not supplied by the library is probibited without the advance
wiitten approval of the Libeaty Director or designee. Libtasy staff will provide basic
technology assistance, within teasom, with library-provided equipment,

o Allusess of libraty facilities agtee to comply syith il applicable laws and local ordinances.

o ‘The responsible party must male proggati attendees awase of the library’s policy and ifs
regulations.

o All groups using a rootn must be under adequate adult supervision with an sdultin
attepdance at all times. The supeevisiig adult must accept responsibility for the repair ox
replacement of any damaged facilities ot equiptanent. .

o The libiaty is a smoke fiee envitontent.

o  Guns, weapons, ot guard dogs ate Aot allowed. i the libsary of on Hbraty propetty.
Governinental law enforcement officets are exempt; private secutity guaids are not exemnpt-

o Meeting room capacity is indicated on the application fotm. 'The supervising or responsible
aduli shall comply with capacity Hmits and/ot local fire depariment occupancy segulations.

o ‘The libraty shall not he held liable for any injuty sustained ot damage done that is related to
the nse/misuse of equipment o facilites.

o Mo tipping or othes payment ot cotapensation to libragy petsonnel is pesmitted.

o Failute to comply with the texms of this policy inay result in forfeiture of neating room
privileges as determined by the Libsaty Disector.

o A minivmm of two (2) people pet group is required to teserve the meeting sooms. Meeting
cooms can be used by individuals pending availability for only 1 hous increments, priosity .
will he glven to advance group hooking,

o A customes whose privileges have been suspended ox sevoked may have the decision
reviewed by the Libtasy Board of Ytustees,



Qronmiac

PUBLIC LIBRARY
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Application for Use of Meeting Room

* Indicates required field

Name of Organization *:

Name of Responsible Party *:

Type of Organization (Select one)*: O Profit O Non-profit
(If non-profit, please attach verification)

Address *:

Telephbne L&

Date of Meeting *: Time of Meeting *:
Expected Attendance *: Fee for Use:

(See policy for rates)

Equipment Request (Circle all that apply): Projector Screen  VGAcable  Podium

Room Set-Up (Select one): O Auditorium seating O Classroom-style seating

O U-shaped table O Conference-style 0O Open floor

Purpose of Meeting *:

I am familiar with the regulations covering the use of the Pontiac Public Library’s meeting
rooms and agree to abide by them.

| agree to be responsible for maintaining order, paying for any damage to library property, and
seeing that all furniture is in the place in which it was found. | understand that failure to
comply with the regulations may result in the cancellation of the reservation and forfeiture of

any fee.

Signature *: Date *:




For In-House Use Only

Fee for Use {Check one): O $25 fee for Pontiac resident or Pontiac-based organization
0O $50 fee for non-resident or organization based outside Pontiac

L1 Fee waived for non-profit organization (Must verify 501(c){3) status)

0 Study-Session

Meeting Room Selected (Check One): O Michigan Room (Capacity 12)
1 Auditorium (Capacity 50)
1 Lower Level Youth Room (Capacity 16)
01 Computer Lab (Capacity 14}

{1 Other {Write in):
{This option is subject to approval by Director)

Approved by Director’s Office: Date:




