Cardington-Lincoln Public Library
Meeting Room Use Policy

IT1.

INTRODUCTION

a.

The Cardington-Lincoln Public Library (CLPL or “the library”) offers
meeting rooms at the library for all non-profit and personal groups.

. The library does not endorse the views expressed by any group or

individual using its meeting rooms, but does endorse the right of those
individuals or groups to express their views so long as they abide by
the policies and rules governing the use of the library meeting rooms.

GUIDELINES

a.

The library is not liable for injuries to people, damage to their
property, or loss of property belonging to individuals or groups using
the meeting rooms.

. In the event of an emergency, call 911; do not attempt to call anyone

from the library.

Use of the meeting room is prohibited for the promotion,
advertisement, or possible sale of a product or service and for
employee orientation or training program. It may not be used for
fundraising or corporate-related activities.

. Use of the meeting room is not permitted until the application has

been formally approved by the Library.

. Events pertaining to meeting room use are restricted to the meeting

room and lower entrance areas and shall not cause disturbance to
those using the library’s public areas. Access to library spaces outside
of these areas is prohibited during hours when the library is not open;
a breech of this restriction will result in criminal charges filed against
suspects.

When entering the building for your event, if the meeting room or
restrooms are found in poor condition, please notify the library by
leaving a voicemail at 419-864-8181.

. An adult 18 years old or older must be present at all times and be

responsible for the supervision of any children under the age of 18
using the meeting rooms.

. If refreshments are served, attendees are to be clearly advised that

food and beverages are prohibited in all library areas outside the
meeting room.

Alcoholic beverages and smoking are not permitted on library
premises.
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j. The meeting room must be returned to its original condition after the
event/meeting is concluded. Trash should be bagged and taken to the
dumpster, located in the parking lot of the library.

k. The library reserves the right to charge a fee for any damage to or loss
of library property and for janitorial services required if the room is not
left in the condition in which it was found.

I. Library events and programs take precedence over outside events if
scheduled for the same time. An attempt will be made to provide an
alternative date or time for the community group.

m. If an event is canceled, the library must be notified as soon as
possible. The library is not responsible for alerting attendees of
cancelations.

n. The use of the meeting room by a non-library group shall not be
publicized in such a way as to imply library sponsorship of the group’s
activities unless the activity is being co-sponsored by the library.

0. Admission fees and donation requests are prohibited for events or
programs that are open to the public. No items may be sold unless for
the profit of the library or an approved author visit. However, groups
may charge a reasonable fee to recover the cost of materials,
handouts, craft making supplies, refreshments, etc. provided during
the event. Arrangements for any such fees must be approved when
making the reservation.

p. The library may, on occasion, sponsor classes offering instruction in
skills. Tuition fees to cover costs of supplies may be charged. The
library may also allow its meeting rooms to be used by local school
systems or area colleges and universities. In such cases, tuition fees
may be charged.
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