Event Space Policy

Library event spaces are available for community events and activities of a cultural, educational,
and civic nature. The spaces are not available for fundraising events or parties of a personal
nature such as showers and birthday parties. Use of the Library space in no way constitutes an
endorsement by the Library of the group’s or individual’s activities. All groups and individuals are
subject to the Library rules for use of an event space.
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.Users must arrange and return furnishings to how they found them, and clean up any
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Library events and meetings take precedence over all other requests and reserves.

The Library reserves the right to change a scheduled reserve which conflicts with a Library
sponsored program/event.

There are no fees associated with the use of either room; however, donations are welcomed
and encouraged.

Users of the Library Event Space are subject to all Library rules and policies

Facilities may not be used in a way that materially interferes with the orderly operation of
the Library or poses a threat to the safety of Library personnel, property, or patrons.

No drugs, tobacco, or gambling are permitted in the Library. Alcoholic beverages may be
permitted with permission from the Library Board.

The use of the Library Event Space 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 event is co-
sponsored by the Library.

The Library name, address, telephone number and/or email may not be used as contact
information.

The group, organization, or individual is responsible for all damages done to the facility or
equipment which may occur as a result of the activities.

The Library will not store materials and/or equipment for users of the Library Event Space.

messes that were made during the event. Furniture may be moved with Library permission.
After-hours access to the Library is prohibited without Library Board approval.

The Library is not responsible for equipment, supplies, material, or any other personal
possessions owned by those sponsoring or attending meetings and/or events in the Library.
Food and drink are permitted in the Conference Room only, unless otherwise approved by
the Library Director.

Any event that requires music, sound systems, or other such equipment is suitable for the
Penn Room and Conference Room with prior approval by the Library Director.

Conference and Pennsylvania Rooms

The Joseph & Elizabeth Shaw Public Library Conference Room & Penn Room are available for use by
the public on a reserve basis. In allowing use of either room, neither the Library nor its Board of
Trustees endorses any position expressed by any group using the room. The Penn Room
accommodates only small group meetings.
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Users of the Conference and/or Penn Room are required to comply with the Event Space
Rules.

You must be 18 years of age or older to reserve the Conference and/or Penn Room.
Failure to notify the Library in the event of a reservation cancellation may prevent future
scheduling of the Conference and/or Penn Room.

A Conference/Penn Room Agreement must be signed prior to first time use and updated
annually or as changes occur.

Users must report to the Circulation Desk to sign in before using the Conference and/or
Penn Room and sign out at the desk before leaving.
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