GERMANTOWN COMMUNITY LIBRARY

1. Purpose
The purpose of this internal procedure is to provide uniform, consistent guidance for library staff regarding the scheduling, management, and oversight of library meeting rooms. This procedure addresses existing policy inconsistencies and establishes interim standards to ensure equitable application of rules until a revised official policy is formally approved by the Library Board.

2. Eligibility and Allowable Use
2.1 Eligible Users
Library staff may approve reservations from the following entities:
a. Nonprofit organizations (proof of nonprofit status required).
b. Community groups or clubs conducting free, educational, cultural, or planning-related meetings.
c. Businesses providing free, noncommercial presentations (no sales, marketing, or client recruitment permitted).
d. Government agencies, City of Germantown departments, and official partner organizations.
2.2 Ineligible Users
Meeting room reservations shall not be approved for:
a. Groups engaged in selling goods or promoting commercial services.
b. Fundraising events, donation drives, or membership-recruitment activities.
c. Private parties, receptions, or other personal events.
d. Groups intending to conduct disruptive, unsafe, or inappropriate activities.
2.3 Free Access Requirement
All meetings must be free of charge to attendees. No fees, sales, or financial transactions may occur on library property.

3. Reservation Procedures
3.1 Reservation Window
Reservations may be made up to sixty (60) days in advance.
This replaces prior “calendar year” language and provides an equitable scheduling structure.
3.2 Frequency Limit
Each group may reserve a meeting room once per calendar month. Additional reservations may be approved only if space is available and no conflicts exist with library programming.
3.3 Walk-In Use
Meeting rooms are not available for walk-in use.
Only small study rooms may be used on a walk-in basis.

4. Required Information for Reservations
The following information must be collected at the time of request:
a. Name of designated contact person
b. Phone number and email address
c. Group or organization name
d. Purpose of the meeting
e. Date, start time, and end time
f. Expected attendance
g. Proof of nonprofit status (if applicable)
h. For businesses: written confirmation that the program is free and strictly noncommercial
Patrons must provide a valid government-issued photo ID or Germantown Community Library card.

5. Conditions of Use
All groups using a meeting room must:
a. Check in at the Information Desk prior to the start of their reservation.
b. Begin and end their use within the time allotted.
c. Maintain noise at a level that does not disrupt library operations.
d. Comply with posted room capacities.
e. Obtain staff approval before rearranging furniture.
f. Leave the room in clean, orderly condition.
g. Dispose of all trash appropriately.
h. Return any borrowed equipment before departure.
Food is permitted only when a Refreshments Form has been signed. Covered beverages are allowed.

6. Cancellations and No-Show Policy
[bookmark: _Hlk214961173][bookmark: _Hlk214961206]a. Groups must provide at least 48 hours’ notice to cancel a reservation.
b. Rooms will be held for 15 minutes after the scheduled start time.
c. After 15 minutes, the reservation is forfeited and the room may be reassigned.
d. Groups with two (2) or more no-shows within six (6) months will have reservation privileges suspended for ninety (90) days.
e. Following suspension, groups must contact the Reference Services (gcl.reference@gmail.com), to request reinstatement.

7. Damages, and Consequences
7.2 Damage Fees
Costs associated with repairing or replacing damaged library property may be assessed at the discretion of the Library Director.
7.3 Conduct-Related Consequences
Repeated misuse, violations of procedure, disruptive behavior, or refusal to follow staff instructions may result in temporary or permanent revocation of meeting room privileges.

8. Outside Presenters Using Meeting Rooms
Individuals or businesses presenting programs to the public must:
a. Submit a completed Outside Presenter Application.
b. Comply with the Temporary Outside Presenter Procedures.
c. Refrain from selling products or services.
d. Refrain from distributing business cards or collecting personal contact information.
e. Offer programs free of charge.
f. Check in and check out with staff.
g. Leave the room fully cleaned and restored.
Violations shall follow the established disciplinary structure.

9. Staff Authority
Library staff retain the authority to decline, suspend, or terminate meeting room use when:
a. A group misrepresents the purpose of its meeting.
b. Activities violate library rules or this procedure.
c. Room use poses a safety risk or disrupts library operations.
d. A patron refuses to comply with staff instructions.
Staff decisions are fully supported by library management.



