Event Permission/Room Rental Policy

A. The Library provides the use of some of its space as a service to groups and
organizations, provided space is not already reserved for use by Library-related
programs or other groups/organizations, under conditions established by the Cicero
Public Library Board of Trustees. Use of a room is governed by the following
conditions and regulations.

B. Rooms are available for use for up to four hours according to the following fee
structure:

Meeting Room

e Non-profit Cicero groups/organizations - $25/hr.

e Non-profit groups/organizations outside Cicero - $50/hr.

e Political and For-profit Cicero groups/organizations - $75/hr.

e Political and For-profit groups/organizations from outside Cicero - $100/hr.

e Use of Library Technology/Equipment $10 Flat Fee per
item

Conference Room

e Non-profit Cicero groups/organizations - $25/hr.

e Non-profit groups/organizations outside Cicero - $50/hr.

e Political and For-profit Cicero groups/organizations - $75/hr.

e Political and For-profit groups/organizations from outside Cicero - $100/hr.

e Use of Library Technology/Equipment $10 Flat Fee per
item

Quiet Rooms*

e Up to 6 Patrons No Charge
e First come first serve reservations in Reference

Applicants wishing to request a fee waiver may contact the Administrative Director to
submit a request to the Library Board of Trustees for consideration at their next available
board meeting.

1) To obtain permission to use a room, all of the above are required to submit to the
Administrative Director a Room Usage Application. Applications may be obtained
from the Administration Monday - Friday 9:00 am - 4:00 pm. Non-profits shall
provide articles of organization, bylaws and any other requested documentation
to establish non-profit standing.




2)

3)

4)

5)

6)

7)

Permission to use a room may be denied if the activity proposed would materially and
substantially interfere with proper functions of the library, such as excessive noise, a
significant safety hazard or a significant security risk.

An application(s) must be submitted at least 15 days prior to any meeting date(s)
requested. The Administrative Director will endeavor to communicate a decision to the
applicant by the first business day of the following week. Applicants may make in
person requests for immediate room usage if rooms are not in use. Approval of these
requests are subject to the discretion of the Library Director. Applicants must supply
a valid ID and any requested proof of insurance. All fees must be paid in full PRIOR
to the event day and time. There are no refunds once fees are paid.

Approval for room use once does not imply approval for future room usage; individual
applications must be made for each date desired. Requests may be submitted in a
batch; each request will be reviewed individually. Requests may be made only for
dates within two months of the date of the application/request.

A group or organization which has been denied permission to use a room by the
Administrative Director may appeal the denial to the Library Board of Trustees at the
Board's next regularly scheduled meeting. However, written notice of the appeal and
all supporting written documentation are to be delivered to the Administrative Director
at least five business days before the Board Meeting. At this Board meeting, the
appellant may be granted up to fifteen minutes for a presentation that would support
reversal of the Administrative Director's denial. The Board of Trustees will deliberate
on the appeal in open session and will attempt to complete its findings of fact and to
reach a decision at the meeting, unless additional information is deemed necessary.

A Library staff member will check the room before and after each scheduled use, and
the Administrative Director will notify in writing the person who applied to use the room
of damage incurred or cleanup required as well as any violations of the meeting room
regulations. The Administrative Director will also notify the Board of Trustees which
may consider suspending the privilege of using a room to that group/organization. The
Board of Trustees, after giving proper notification and due process to that
group/organization, may suspend the group/organization's room-use privileges.

The Board of Trustees of the Cicero Public Library will review the Meeting and
Conference Room Policy and regulations and reserves the right to amend them at any
time. The following rules apply to room use:

1. The person applying for room use must be age 18 or older.

2. The room applicant and the group/organization, which the applicant represents,
shall be jointly and severally liable for any breakage, damage or theft of any library
property caused by members or guests of the group/organization.

3. The applicant must be present at the entire meeting, since he/she is one of the
responsible parties.



4. When a group finds it necessary to cancel a meeting, it should notify promptly the
Administrative Director. If cancelled less than 24 hours in advance of the meeting,
possible loss of deposit may result. Repeated cancellations, or no shows will result
in future denials.

5. Use of a room is limited to groups/organizations who allow access for free, unless

it is a library-sponsored program, for which a fee may be charged to defray

expenses.

No smoking or alcohol is allowed in the Meeting and Conference Rooms.

7. Room usage may be scheduled only on days and during hours when the Library
is open.

8. Permission to use a room does not constitute endorsement of the subject matter
of the meeting, nor the group's or organization's beliefs and policies. As a result,
publicity on non-library-sponsored meetings must in no way imply Library
sponsorship.

9. Use of the Library's mailing address or phone number by non-Library- sponsored
groups or organizations, as a means to pre-register participants, will be grounds
for cancellation of room-use privileges.

10. The Administrative Director must approve all advertising pertaining to use of the
meeting room or conference room.

11.Groups or organizations may not store equipment or materials for use in the
meeting room.

12.Non-Library-sponsored room usage may begin one half hour after the Library
opens.

13.Each non-Library-sponsored meeting must end 30 minutes before the Library
closes. A Library staff representative will inform the group/organization 45 minutes
before the Library closes that the meeting must conclude in 15 minutes. A
representative of the group/organization must notify the Circulation Desk when the
meeting has concluded.

14.Library Staff will set up tables and chairs per the group/organization spokesman's
request. At the conclusion of a meeting, the group/organization is responsible for
placing the room in the condition existing before the meeting commenced. Library
Staff will take down tables and chairs.

15. Attaching anything to the walls or the ceiling of the rooms is prohibited.

16.Use of Library equipment is limited. If Library equipment is to be used. the
Administrative Director will decide whether a staff member must be present to
ensure correct operation of the equipment (additional fees may apply).

17.Refreshments are limited to light refreshments such as cookies and coffee. Those
using a room must provide all of their own supplies.

18.The use of a room may not be assigned or sub-letted to a group that was not the
applicant.

19.1t is the responsibility of the group/organization to ensure compliance with fire code
restrictions relating to occupancy limits:

o



e Meeting Room —

o 50 People standing or

o 30 people seated at tables and chairs.
e Conference Room —

o 25 people standing or

o 15 people seated at tables and chairs.
e Study Rooms*

o 11to4 people seated at table and chairs

Food is not allowed in the study rooms but bottled water is acceptable.

» Persons using the study rooms are expected to engage in activities associated
with the use of a public library and subject to the Cicero Public Library’s Patron
Conduct Policies.

« Study rooms are not intended to be the regular meeting site of any group or
organization.

* Buying, selling, advertising, or trading products or services (other than
educational services or a paid tutor) are prohibited.

*The library also will be constructing two (2) enclosed quiet rooms available for public use. These rooms
are first-come, first-served for high school students, adults, or younger children who are accompanied by
an adult. Study Rooms are designed for use by one to four individuals at a time. Requesting users are
required to show an ID and sign in at the Reference Service desk with their name and time. The room will
be available for two hours — up to four hours if no one is waiting. Patrons may utilize outlets to charge
personal devices. Rooms to be completed in 2023.
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