
Meeting Room Use Policy  

 

1. As an institution of education, the Lake City Public Library welcomes the use of its meeting room by 

community groups or organizations based in Lake City whose aims are educational, cultural, 

intellectual, social or for civic betterment.  

2. Attendance at the meetings is to be limited to 75 persons  

3. SMOKING OR VAPING IS NOT PERMITTED IN THE LIBRARY MEETING ROOM OR ON 

LIBRARY PREMISES.  

4. NO ALCOHOL OR CONTROLLED SUBSTANCES ARE ALLOWED IN THE LIBRARY MEETING 

ROOM OR ON LIBRARY PREMISES.  

5. Uses of the meeting room that would interfere with the library’s function as a quiet place for study are 

not allowed. Objectionable conduct, disturbance of other library patrons, and excessive noise is 

prohibited. Individuals attending meetings are responsible for the supervision of their children. 

Meetings that take place during library hours should place guest book or registration tables in the 

meeting room rather than the lobby.  

6. Scheduled library sponsored or co-sponsored programs take precedence over other groups at all times.  

7. The room is available on a first-come, first-served basis. Groups are encouraged to reserve the room in 

advance. Same day scheduling will be done only at the discretion of the library director.  

8. Advance notice of 24 hours must be given to the library in the event that a scheduled meeting is to be 

canceled.  

9. The following fees apply to use of the meeting room:  

Business or commercial entities: $50.00 fee per meeting plus refundable $25.00 deposit. Local 

businesses paying $50.00 may display merchandise but actual sale of merchandise or services, or 

placement of orders for later delivery, is not allowed.  

Non-profit organizations: A refundable $25.00 deposit is required with each application. Monetary 

donations for the use of the meeting room will be greatly appreciated.  

Private parties (shower, graduation, birthday, etc.): $20.00 fee per meeting plus refundable $25.00 

deposit.  

10. An adult must supervise children’s groups.  

11. Granting the use of its meeting room does not imply approval by the library of the group, the meeting, or 

the ideas presented at the meeting.  

12. Use of materials or decorations on walls is prohibited.  

13. Groups are responsible for cleaning up after their meeting and leaving the room as they found it. The 

library reserves the right to assess not less than $25.00 for cleaning and or labor charges if the room is 

left in disarray or damaged in any way.  

14. The library staff is not responsible for setting up the meeting room or teaching users how to use the AV 

equipment.  

15. All furniture and equipment is to be used in the library only, and is not to be loaned out.  

16. Failure to abide by any of these rules or to cooperate with the library staff may result in loss of meeting 

room privileges.  

17. The library is not responsible for accidents, injury, loss or damage to the private property of individuals 

or organizations. The library board of trustees or the city of Lake City or their employees or agents is not 

liable for any claims rising out of the use of this facility.  

18. The application for permission to use the library meeting room must be on file at the library. It will 

include the name of the group or organization, date and time desired. The person signing the application 

form must be at least 18 years of age and must accept responsibility for any problems or costs resulting 

from the specified use of the room.  

19. Interpretation of this policy is left to the discretion of the library director or his/her designee. Final 

authority rests with the Board of Trustees.  

Reviewed 11/9/2021 



APPLICATION FOR THE USE OF THE MEETING ROOM 

(Private Party) 

LAKE CITY PUBLIC LIBRARY 

110 E. Washington St. Lake City, 

IA 51449 

 

Date of Meeting:             Time: From:    To: ____          
 

Function or Activity: __________________________________                             
 

Number Attending (estimate): __________________________                                
 

Contact Person Responsible for Care & Clean-up 

Name:                  Phone Number: _________       
 

Refreshments Served? Yes        No _________     
 

Media Equipment Needed: _____________________________                             
 

Realizing that there are costs involved in providing this room for public use, I would like to 

donate my $25.00 deposit to help offset those expenses. Yes   No ______   
 

$20.00 fee paid         $25.00 deposit paid         refund         * 
date                     date              date 

* Any refund not claimed 30 days after the refund date will automatically be considered a donation to 

the library. 

 

The person who signs this form agrees to assume entire responsibility and liability for all damages or injuries 

to all persons arising out of, resulting from, or in any manner connected with the above use of city facilities, 

and agrees to indemnify and save harmless the city, its agents and employees from all such claims including 

liable and legal fees and disbursements paid or incurred to enforce the provisions of this paragraph. 

 

I have read the policy for public use of the meeting room and agree to comply with all the provisions 

stated. 

 

SIGNATURE:                              DATE: ___________________       
 

Number in attendance ___________                               
 

Comments: 


