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POLICY: The meeting rooms of the Plain City Public Library are for use by individuals
and small groups for study or by nonprofit groups or organizations which have a
cultural, educational, or civic purpose. There is no charge to reserve or use meeting
space.

» Requests for meeting room use may be made through the Library’s on-line
reservation system or by contacting a Library staff member.

e Public reservations are made on a first-come, first-served basis. The number of
reservations allowed may be limited per group/individual.

» Meeting room reservations are considered tentative pending approval by an
appointed staff member and are not transferable from one group/individual to
another.

e Meeting space may not be reserved before or after the library’s operating hours.
e Activities for signature gathering, and partisan political uses are not permitted.

e The use of meeting rooms for private social functions such as birthday parties,
dances, wedding receptions, etc., is not permitted.

e Groups or individuals using library meeting space may not: charge admission to
the meeting, charge for any services rendered during the meeting, require
attendees to make a purchase before, during, or after the meeting, cultivate a
client list, or provide services or information for the purpose of recruiting clients,
or request donations. Meeting space may not be used for the primary purpose of
promoting, advertising, or selling a product or service. Only the Plain City Public
Library or the Friends of the Plain City Public Library, at the discretion of the
Library Director or Board of Trustees, may use the meeting room facilities for
fundraising activities.
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Privacy for groups using library meeting space is not guaranteed. The Library
reserves the right to have staff occupy any library space, including meeting
space, at any time. Should any individual or group disrupt other library activities
or interfere with other patrons’ use of the Library, the Library reserves the right to
abruptly cancel any group’s or individual’s meeting room reservation.

Library use of meeting space takes precedence over any other use and the
library reserves the right to cancel use of the meeting rooms if the Library
Director or Library Board determines that the meeting space is needed for library
purposes.

Room set-up will be the responsibility of the group using the room. All groups are
responsible for returning the meeting room(s) to its original condition. The Library
reserves the right to assess a fee if these conditions are not met, including a fee
for necessary cleaning or property damage. Set-up may begin fifteen (15)
minutes prior to a reservation.

All attendees must leave access to emergency exits clear and unobstructed.
The use of open flames or possession of hazardous materials is prohibited.
Groups may not exceed the meeting room’s maximum capacity.

Items may not be left behind or stored in the meeting room beyond the reserved
time. Library staff will dispose of items left in meeting rooms according to the

library’s Lost and Found policy.

No decorations, posters, or any other materials may be installed on any surfaces.
An easel may be available for use upon request.

Meeting room assets for public use such as equipment or furnishings are subject
to change at any time.

The individual making the meeting space reservation must attend the meeting for
which the space was reserved, shall be financially responsible for any damage to
library property, and shall assume responsibility for all loss, damage or injury
arising from the use of meeting spaces.

Cancellations should be made as soon as possible to allow others to use the
rooms. The Library reserves the right to cancel a meeting room reservation if the
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meeting’s attendees have not arrived within the first half hour after the
reservation start time. Failing to arrive for a scheduled room reservation without
prior cancellation may preclude further use of meeting space.

The Library cannot be responsible for any equipment, supplies, materials,
clothing or any other items brought by any group or individual attending
meetings.

Per the Use of the Library policy, while on library property individuals and
groups may not use tobacco products or e-cigarettes, consume alcohol or have
animals that are not service animals. Violating any portion of the Use of the
Library Policy may result in immediate exclusion from the library premises.

The Library restricts the use of its website, logo or other identifiers or promotional
material owned by the Plain City Public Library for use by other individuals or
organizations to promote their meetings or agendas. The Library’s name and
address may only be used to alert attendees to an approved meeting location
and may not be used to infer an endorsement. The Library’s contact information
may not be presented as a point of contact for any individual or group using
meeting spaces.

The Library Board of Trustees or the Library Director may, for good cause, deny
or cancel any application for reservation of meeting space, and for good cause,
may waive any meeting room regulation.

The Library may cancel any meeting without notice or halt proceedings should a
violation of these rules, or any other violation of Library policies occur. Any policy
violation may preclude further use of a meeting room.

Meeting space is available with additional parameters in the following areas:

The Perry Yoder Community Room is available by advance reservation only,
during the hours from 10:30am to 7pm Monday through Thursday, and 10:30am
to 12pm Friday and Saturday. The individual making the room reservation must
be at least eighteen (18) years of age. An adult must be present in the room
during the entire use of the room. The Community Room has a counter and
hand-washing sink but does not contain any other kitchen fixtures available for
use. Non-alcoholic beverages in lidded containers are permitted in the
Community Room. A minimum number of attendees may be required to reserve
the Community Room. The maximum number of reservations that may be made
by an individual or group is one (1) per month.
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The Recording Studio is available by advance reservation only during Workshop
open hours. The individual making the room reservation must be at least
eighteen (18) years of age. An adult must be present in the room during the
entire use of the room. Food and beverages are prohibited in the Recording
Studio. Groups using this room may not exceed four (4) individuals. The
maximum number of reservations that may be made by an individual or group is
one (1) per week.

Flex Room AB is available by advance reservation only, during the hours of
10:30am to 6:30pm Monday through Thursday, and 10:30am to 4:30pm Friday
and Saturday. The individual making the room reservation must be at least
eighteen (18) years of age. An adult must be present in the room during the
entire use of the room. Non-alcoholic beverages are permitted in lidded
containers within the Use of the Library policy. Groups using this room may not
exceed twelve (12) individuals. The maximum number of reservations that may
be made by an individual or group is one (1) per month.

Flex Room A is available by reservation in advance or on the same day during
the hours of 10:30am to 6:30pm Monday through Thursday, and 10:30am to
4:30pm Friday and Saturday. The individual making the room reservation must
be at least fourteen (14) years of age. Individuals may use this room for study.
Groups using this room may not exceed four (4) individuals. Non-alcoholic
beverages are permitted in lidded containers within the Use of the Library policy.
The maximum number of reservations that may be made by an individual or
group is one (1) per week.

Flex Room B is available by advance or same day reservation during the hours
of 10:30am to 7:30pm Monday through Thursday, and 10:30am to 4:30pm Friday
and Saturday. The individual making the room reservation must be at least
fourteen (14) years of age. Individuals may use this room for study. Groups using
this room may not exceed six (6) individuals. Non-alcoholic beverages are
permitted in lidded containers within the Use of the Library policy. The maximum
number of reservations that may be made by an individual or group is one (1) per
week.

The Jane Taylor Storytime Room, the Wilson Recording Studio, the McCabe
Reading Garden, the Perry Yoder Workshop, or any other space on library
property other than those specified above, are not available for non-library
reservation or group meetings.
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