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 Meeting Room Terms and Conditions
Purpose of Meeting Rooms
The Hudson Public Library provides meeting spaces for members of the community to use free of charge. While these spaces are designed primarily for library programs and activities, they may also be reserved by patrons for programs and meetings on a first-come, first-served basis.
These spaces are available to the community for the presentation and exchange of information and opinions of all kinds. The library makes its meeting spaces available on equitable terms to all persons and groups, regardless of opinion or affiliation.
By making a meeting space available, the library does not sponsor or endorse the views of any group or individual using the space. The library may not be identified as a co-sponsor of any meeting or event without prior approval. The library is not responsible for personal items or equipment brought into the facility.
Community Room and Classroom Terms of Use
· [bookmark: _Int_OEA8nbQx]The library reserves the right to review each request and determine whether the intended use complies with Hudson Public Library policies. The library may terminate use if violations occur. 
· A permanent Hudson Public Library card is required to reserve the Community Room and Classroom.
· Reservations are non-transferable. No person or group may assign its reservation to another. Cancellations must be made by the original applicant only.
· Patrons are limited to four (4) reservations per month per person.
· There is a 10-minute buffer time between reservations. Please exit the room promptly at the end of your reserved time so the next group may enter on schedule. 
· The 10-minute buffer time will be scheduled between reservations to allow for cleanup and transitions. 
· The room capacity must be adhered to at all times.
· For Community Room usage, a $50.00 fine will be added to the patron’s library card upon reservation arrival. After the reservation is finished and the room meets library standards, the fine will be removed. 
Study Room Terms of Use  
· Reservations: Study rooms may be reserved up to 7 days in advance and no later than 24 hours before desired time. If not, study rooms are available on a first-come, first-served basis.
· Time Limit: Each person may reserve a study room for up to two (2) hours per day with extensions permitted if no one else has booked. 
· Rooms will be held for 10-minutes past scheduled start time before releasing to walk-in users. 
· Reservation Requirements: A valid email address is required to make a reservation.
· Room Capacity: The posted capacity of each room must be observed at all times.
· [bookmark: _Int_OEHOSRuL]Time of Departure: There is a 10-minute buffer time between reservations. Please exit the room promptly at the end of your scheduled session to allow the next user access. 
· Study rooms are intended for quiet, individual, or small group work and may not be used for commercial, social, or private events.
Note:
Failure to comply with these guidelines or other Hudson Public Library policies may result in loss of study room privileges. Repeated violations may result in suspension of room use for a specified period at staff discretion. 
Additional Details and Guidelines
The Hudson Public Library Rooms are available for community use in keeping with the library’s mission to provide educational, cultural, and civic opportunities for the public. 
General Use
· Community Room and Classroom may not be reserved for programs that would:
· Disturb other library patrons
· Impede library staff
· Endanger the library building or contents
· Interfere with normal library operations
· The Library reserves the right to deny or cancel reservations that violate library policies or create safety concerns
Fees, Sales, and Admissions
· Organizers may charge admission to programs only with prior notification and approval from library staff.
· Sales of related materials (books, music, or other products) are permitted. All sales are the sole responsibility of the sponsoring organization.
· The library assumes no responsibility for transactions, sales tax, or financial arrangements.
· All fundraising/sales must align with the library's missions and values. 
Reservations and Room Access
· Reservations are available during normal library hours and must end at least 15 minutes before closing. 
· Reservation times must include all setup, takedown, and cleanups.
· Rooms must be vacated, cleaned, and restored to original condition by the end of the reserved time. 
· A representative must check in and out with library staff.
· Rooms not occupied within 15 minutes of the reservation start time may be released for other users.
· Failure to vacate on time may affect future reservation privileges. 
Equipment and Supplies
· Tables and chairs are provided.
· AV equipment is available for use.
· Office supplies are not available; patrons must bring all materials.
· Groups may schedule an appointment in advance to test the AV equipment before their event.
· Equipment, supplies, or personal items may not be stored in the library before or after the event.
· Users are responsible for setting up and returning equipment to their original state.
· If the patron who is reserving the room requires sound equipment, we will withhold their Driver’s License until the reservation is finished and equipment is returned. 
Equipment Requested: ☐ Projector ☐ Speakers ☐ Microphone ☐ Other: ____________
Food, Beverages and Ground Rules
· Light refreshments (e.g. coffee, doughnuts, cookies, fruit) are permitted.
· Simple box lunches, prepackaged food, and catered food are allowed.
· Open flames are not permitted at any time.
· Alcohol is not permitted. 
· Smoking and vaping are not permitted. 
· No illegal drugs or illegal activities will be allowed on the premises. 
Signage and Promotion
· Signage is permitted on the door or wall outside the meeting room, indicating the name of the meeting is allowed; however, directional signs about the event elsewhere within the library are not permitted. 
· All promotional materials including signs, flyers, mailings, press releases, and online postings- must include the following disclaimer:
· [bookmark: _Int_yyCxYll0]“This event is not sponsored by Hudson Public Library. For more information, please contact [insert your organization’s contact information].”
· The library reserves the right to remove any signage/promotional materials that violate these guidelines. 
· Signing of petitions is permitted within meeting room spaces but not outside the meeting rooms. It is also permitted outside of the library, provided it does not impede use of the library. 
Other Policies
· Library staff or representatives may enter the Community Room/Classroom at any time.
· Insurance: If the patron is reserving the meeting room for a program that has some physical risk, the patron should secure their own insurance. That insurance needs to identify the Hudson Public Library as an additional insured. The patron must provide this and a Waiver of Subrogation to the Hudson Public Library. Proof of insurance must be provided prior to the event.
· If applicable, please provide the following information:
 Insurance Company: __________________________
 Policy Number: __________________________
 The insurance must list Hudson Public Library as an additional insured.
 A Waiver of Subrogation must also be provided.
· The library reserves the right to deny or revoke future room use based on:
· No-shows or late cancellations
· Cancellations must be made at least 24 hours in advance
· Remaining in the room beyond the reserved time
· Documented misuse, damage, or excessive mess

Please call 303-536-4550 if you have any questions or come in during open hours.



Meeting Room Use Agreement & Terms and Conditions
By signing below, the undersigned agrees to comply with all Hudson Public Library meeting room policies and accepts responsibility for the use of library facilities and equipment.
Reservation Information
· Room Reserved: ☐ Community Room ☐ Classroom ☐ Study Room
· Date of Event: ______________________________
· Start Time: ___________ End Time: ____________
· Event / Group Name: ______________________________________________
· Expected Attendance: ____________________
· Library Card Number (required): ____________________________________
· Primary Contact Name: ____________________________________________
· Phone: __________________________ Email: __________________________
Deposit
A $50 refundable deposit will be placed on the patron’s library account at check-in. After the reservation is complete and the room meets library standards, the deposit will be removed.
I acknowledge and agree to this deposit policy:
Initials: ____________
Equipment Requested (if any)
☐ Projector ☐ Speakers ☐ Microphone ☐ Other: ______________________________
I accept responsibility for any equipment used:
Initials: ____________
Insurance (If Applicable)
If the event involves physical activity or potential risk, the patron must provide proof of insurance prior to the event.
· Insurance Company: __________________________________
· Policy Number: __________________________________
The insurance must list Hudson Public Library as an additional insured.
A Waiver of Subrogation must also be provided.
Signature: ____________________________________________
Printed Name: _______________________________________
Date: _______________________
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