WEST GEORGIA REGIONAL LIBRARY SYSTEM
DOUGLAS COUNTY PUBLIC LIBRARIES
MEETING ROOM POLICY

West Georgia Regional Library System provides meeting room space as a service to the
community for use by individual groups and/or organizations. The meeting rooms may be used
by non-profit groups for meetings or programs of an informational, educational, cultural, civic, or
professional nature regardless of the personal beliefs and affiliations of the individual members.

The general policies and procedures for the use of meeting rooms in libraries in the West
Georgia Regional Library System are within the jurisdiction of the West Georgia Regional Library
Board. Each individual county library board may establish a meeting room policy for the libraries
in that county; however, the county meeting room policy must not be in conflict with the regional
policy.

The responsibility for implementing the county library meeting room policy and for
scheduling the use of meeting rooms rests with the individual branch manager in charge of the
building.

GUIDELINES:

1. The meeting rooms may not be reserved for:
a. Private social gatherings such as showers, parties, family reunions, etc.
b. Commercial meetings or gatherings held for financial gain or furthering a
commercial interest except by charitable non-profit organizations.
c. Programs or classes that require a payment for attending or participating.

2. All activities in the library’s meeting rooms must be free of charge and open to the
public.

3. No funds may be collected on library premises with the exception of the following:

a. Book sales or other fund-raising events conducted by non-profit Library
Friends Groups or other non-profit groups in which the proceeds will go to
the direct benefit of the library.

b. Dues collected within a non-profit group.

c. Fees charged by an organization for materials used in a program or for
meals served as part of a program.

4. The library does not charge for the use of the meeting rooms. However, individual
libraries may charge a refundable security deposit at the discretion of the county
library board.

5. Use of the library’s meeting rooms does not constitute endorsement by the library of
points of view expressed by the group. No advertisement or announcement implying
such endorsement will be permitted.

6. All groups must vacate the meeting room no later than 15 minutes prior to library
closing unless otherwise approved by county library board and librarian.
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RESERVING MEETING SPACE:

1. Requests for the use of meeting space must be made in person by completing an
application form at least one week in advance of the meeting.

2. Meeting rooms are available for use during normal library hours, and must be
vacated no later than 15 minutes prior to closing. Use of the meeting rooms outside
of normal library hours is subject to approval by the county library board and the
branch manager.

3. Library related functions will be given first priority. Other requests will be filled on a
first-come, first-serve basis.

4. Branch managers must keep a calendar of scheduled use of the meeting rooms.
This calendar must be available at the circulation desk or at a location accessible to
the supervisor on duty and to the public.

5. Atthe discretion of the county library board and the branch manager, groups may
reserve meeting rooms on a continuing basis. However, groups may not reserve
meeting room space more than ninety days in advance.

6. Groups holding reservations are requested to notify the library of any cancellation at
the earliest possible date in order to free the meeting room for other groups.

7. Rooms may only be reserved by groups of two or more.

8. If you have not received verification of application approval within 3 days,
please call the circulation desk at 770-944-5931.

REGULATIONS:

1. Attendance at meetings must be limited to the specified capacity of the room.

2. Open aisles must be maintained within the seating arrangement to provide clear
access to exits.

3. The library cannot be responsible for lost or damaged materials used in exhibits or
programs.

4. The length of time needed for the meeting should include time for setting up the room
and putting it back in order at the end of the meeting.

5. Food and drinks are not allowed in the meeting rooms, and kitchen facilities are not
available.

6. The individual making the reservation as well as the membership of the groups as a
whole will be held responsible for any and all damages that may occur as a result of
the use of the meeting rooms.

7. Permission to use the library meeting rooms may be withheld from groups damaging
the room carpet, equipment, or furniture, or failure to comply with these rules and
regulations. Groups causing disturbances during meetings will be asked to leave.
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LITHIA SPRINGS PUBLIC LIBRARY

APPLICATION FOR USE OF MEETING ROOM

Please mark the room you would like to use:

Meeting Room (seats approx. 50)

Name of Organization:

Date of Meeting:

Time of Meeting: to (must include time to set up and
clean up)

Purpose of Meeting:

Special equipment needed (if available):

Contact Person:

Address:

Phone: (work) (home)

Email:

I have read and understand the rules and regulations regarding the use of the library meeting
rooms. | assume responsibility for the room and for all damages that may occur as a result of the
use of the facilities.

Signature of Applicant

Date
Approved by:
Date:
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