Walton County Public Library System
Meeting Room Policy

General

The Walton County Public Library System maintains a meeting room for library-sponsored programs that
support the Library’s mission. Walton County Administration may approve the use of a county facility by
civic, religious, or other organizations for a fee in connection with temporary, short-term, or non-regular
activities by these groups. In general, the policy prohibits use of county facilities or equipment for
gambling or other illegal activity, commercial or personal gain, programs in violation of state statutes,
events involving the serving of alcohol, or fundraising and rallies by political groups. Nonprofit political
forums including all parties with the intent of informing of educating the community are allowed. Board
of County Commissioners approval is required for repetitious use for a period of more than three (3)
months. Any use of the Library’s meeting rooms shall be in compliance with the Walton County Board of
County Commissioner’s Use of Facilities Policy.

l. General Conditions of Use
A. Using the Meeting Room

1. Library-sponsored programs and County-sponsored meetings and programs will be
given higher priority in scheduling the use of the meeting room.

2. The Library’s meeting room may be used by educational institutions for programs which
comply with the meeting room guidelines at no charge.

3. The Library’s meeting room may be used by individual, civic, religious, or other
organizations for private use at a rate of $25 for up to four (4) hours and $50 for more
than four (4) hours per day.

4. Uses of the meeting room shall not interfere with the operation of the Library, such as
those uses that produce excessive noise, a significant safety hazard, or a significant
security and/or safety risk, will not be permitted.

B. Hours Available
1. The Library’s meeting room is generally available for use during the Library’s regularly
scheduled hours of operation. Special arrangements may be made for certain programs

or groups to use the meeting room when the library is closed.

1. Reservations
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A. Before an organization schedules use of the Library’s meeting room, a representative of that
organization will pay the fees and complete an application form, which will be kept on file at
the Library. (see attached application form)

B. Reservations must be made at least twenty-four (24) hours before the requested meeting
date.

C. Reservations will not be accepted more than three (3) months before the requested
meeting date.

D. Organizations will be asked to notify the Library of cancelled meetings at least twenty-four
(24) hours before the scheduled meeting.

E. Walton County Board of County Commissioners’ approval, upon County Administration
recommendations, shall be required for repetitious use.

M. Rules and Regulations
A. Equipment

1. If available, audiovisual or other equipment owned by the Library may be used by
groups using the meeting room.
2. Library furniture and equipment may not be loaned for use outside of the library.

B. Food Service

1. Prior arrangements must be made with library staff to use the kitchen facilities.

2. Light refreshments (e.g., water/tea/coffee, cookie, muffins, etc.) may be served with the
understanding that users of the meeting room are responsible for providing their own
equipment and supplies, including bottles water for preparing coffee or tea. Users of the
meeting room are also responsible for cleaning the kitchen after use and removing
garbage and trash from the building and grounds. Failure to comply will disqualify users
of the meeting room from using the facility in the future.

3. Refreshments may not be taken from the meeting room to other areas of the Library.

C. Setup and Cleanup

1. Preparations before a meeting and cleanup after a meeting must be done within the
time period for which the room is reserved.

2. Users of the meeting room must leave the room in the same condition in was found. If it
is necessary for Library staff or custodial staff to clean up following a meeting, the
organization reserving the room will be charged a cleanup fee based on the amount of
staff time required to clean the room.

D. Prohibited uses of Facility — Property, facilities, and equipment shall not be used for the
following purposes:

1. Programs involving any form of gambling or other illegal activity;
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2. Use for commercial or personal gain, unless specifically approved in advance by the
Board;

3. Programs in violation of Florida Statutes;

4. Events where alcohol is served or consumed;

5. Fundraising activities and rallies by political groups (Nonprofit political forums which
include all parties and are intended to inform or educate the community are allowable.)

E. Miscellaneous Rules

All attendees of meetings must adhere to the Library’s Behavior Policy

The number of attendees must not exceed to posted room capacity.

Smoking is not allowed in the Library.

Hazardous materials (e.g., paints, solvents, explosives, etc.) are prohibited.

Organizations may not use the Library for their address.

Organizations may not store their property at the Library.

Publicity for a meeting or program must not imply endorsement or sponsorship by the

County or the Library. Organizations will supply the Library with a copy of publicity (or

proposed wording of publicity) at the time of application.

8. Organizations using the meeting room must comply with the Americans with Disabilities
Act and are responsible for providing reasonable accommodations as requested.

9. Displays may not be affixed directly to the walls or the meeting room without prior
consent. Library fixtures may not be removed from the room.

10. The Library is not responsible for equipment or materials owned by a community group
and used in the library. Such equipment may not be stored at the library.

11. The Library reserves the right to limit or prohibit at any time the use of the meeting
room spaces which represent a threat to the health or safety of library users, or the
orderly use of the library.

12. Use of the meeting room does not imply Walton County or Library endorsement of the

viewpoints expressed by the participants in the programs.

NouswNR

V. Damages and Liability

A. Any individual, group, or organization using the meeting room shall be held responsible for
and shall reimburse the County for any and all willful or accidental damage to the Library
building, grounds, collections, or equipment caused by the group or organization, its
member, or those attending its program.

B. Any individual, group, or organization holding a meeting in the Library must fully release and
discharge Walton County and its employees or representatives from any and all claims from
injuries, including death, damages or loss, which may arise or which may be alleged to have
arisen out of, or in connection with the meeting.

V. Failure to abide by the Library’s meeting room policy and rules of conduct may result in the
cancellation or refusal of future reservations.
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Walton County Public Library System
Application for Use of Library Meeting Room

Name of Organization:

Address of Organization:

Contact Person:

Phone Number: Email:
Date of Use: Hours of Use:
Rental Fee: Booking Date: Staff Initials:

| have read and received a copy of the Walton County Public Library Meeting Room Policy, and | agree to
abide by the rules and regulations it requires. | accept responsibility for my organization’s use of the
Library’s meeting room.

Agreed by:

Signature of Applicant Date

Representing:

Name of Organization

Application Received by:

Library Representative Date

Payment Details:
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