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14037 Lincoln Avenue | Dolton, IL 60419 | 708.849.2385
Application for Meeting Room Use

Complete this appllcation and submit to the Bustness Offlce at izast one waek prior to the requested date,
B CROANIZATION NAME:
| REQUESTOR'S NAME: PHONE #:
ADDRESS: EMAIL:

| FURPOSE OF MEETING:
DATE REQUESTED: BTART TIME™. END TiMe"
ROCM REQUESTED * JOSWAY ROOM { ) ____KOPACROOM{ ) MEDIATRAININGROOM () __
EXPECTED A‘I‘“TENDANG&:‘ e GROUP BLIGIBILITY ™ TYPE L TYPEN ___TYPEIL_ TYPEW ___
DO YOU REQUIRE AV EQUIPMENT? NO ___ YES (INCLUDE REQUEST FOR AV EQUIPMENT USE FORM) ___
Tl recuested rmust Include gt up and gleanug of rooms by the room usars.

rSew full Masting & Study Room Pollay or Regusst for AV Equipment Use form for completa masting room of group cisécr]pﬁﬁns and faes.

By signing this appilsation, Fundsrstand my group la responalble for the following (plesas Inliah:
w}w_, We must claar the room 20 minutes before closing.

Gancoliations must be made 24 hrs. In advance B
Wa are responsible for setfing up ths room and reture. or fees will ba forfalted.

Ing 1o Es tsriglnél gonditon, . [Fwe arrive lats, wa cannot axpect our
— W2 ars responsiile for providing any accommodations regarvailon o be axtendad,
Réquagte&d i accordance with the ADA, e Ayl more than 158 minutas late
e, Armngamants for use of AV squipment must ba mads congtiites a no-show, Ne-ghows may [ose
. i advanse, and we sre responsible for operating it meating room gprivilega,

durlng our masting. e W mre raaponsibls for ablding by all ofher
e, Foow, 7 racuirad, must be pald bafore 2 room regervation agpects of the Meating & Bludy Room Paolley.
I8 confirmed, e 520 T  refrastimants served

The underalgned sgress to indemnify and hold harmiess the Dolton Publle Library Distriet, its offcers, agents, and employsas, from any
@ and ofl clafms, actlons, sulls, proceading costs, sxpenaas, damages and liabiifas, ncluding sitormey's fass, arlsing or resuliing from the B
‘-fs: ocuupancy of the Dolton Public Library meating rooms,

':E;; | have read the Mesting & Study Room Policy and agree that myeslf and all attendess witl comply with the terms of use. | understand J
B that fallurs to comply may result in expulsion or dental of futura reservations. ;

Ragusstor's Slgnature: Dates:

L Far Internal Use Only (Fees are subjact to change)
i Date gpplication racsived: Approvad By

Date avprovad Fees raquirsd: § Dats fses paid;

If not approved, reagan [DPLD July 201%)




Responsibilities and Limits of Uss

9]

Users are responsible for setting up and arranging chairs, tables, and
equipment for thelr mesting. At the concluslon of a meeting, the roorm must
be returned to its original conditlon.

The library does not provide any refreshimerts or supplles, but users are
walcome to bring theilr own pre-made light refreshments and non-alsohiolic
beverages. Use of slow cookers, roasters, and the like, or buffet warmers
raquiring open flame are not allowed. Individuals/groups are responsible for
cleanup and will be charged for all costs necessitated by improper clean up or
gdamages,

Mestings that excesd room capacity limitations will be terminated or
admittance will be denied to additional particlpants.

The library does not provide storags space for property or supplies of
individuals/groups using the rmeeting rooms. The library assumes no
responsibility for private proparly brought into the bullding.

Activitles In the meeting rooms must stay in the rooms and must not affect the
rest of the fibrary and/or patrong’ use of the library. |

All use of the meeting rooms must be in compliance with the library's Patron
Behavior Policy and any other applicable policies.

Tha library retains the right to monitor all meetings conducted on library
premises for the purpose of ensuring compilance with library policles.

All individuals/groups using the masting rooms must agres to provide any
speclal accommodations that are requested in ascordance with the
Americans with Disabliities Act,

Appeal and Review

Groups or organizations not adhering to the rules for use of & masting rootn or which
fall into categoriss excludad from use may be denied access to the meeting rooms.

The fibrary also resarves the right to refuge the use of the mseting rooms for any
activity deemed unisuitable for the library's faclities or which may interfare with
library operations, adversely affect public safety, or cause public disturbarces.

A group, which has bean denied parmission to use a meeting room by the Library
Director, may appaal such denial to the Board of Library Trustess at the next
ragulary scheduled Board meeting. Written notice of that appeal and all written

documantation supporting the appeal must be delivered to the Library Diractor at
loast five (5) business days before the board meeting.




Reservation Procedure

¢ A wrttan application for use of a mesting room must be mades by & qualified
membar reprasenting the group who is age 18 or older and will be
responsible for ensuring all partlcipants abids by this policy.

¢ Regervations will be accepted for maetings held during regular ibrary hours,
and rooms shall be cleared af least 20 minutes before closing time.
Reservations must Include setup and clean-up time, if needed.

« [f roguired, fees must be paid before the library will confirm the resarvation,
Reservations will be accepted no more than three (3) months and no less
than 1 week in advance,

+ No group or organization may use & meeting room more often than four (4)
iimes per month or a total of tan (10} hours in & month,

v Exceptions fo this reservation procedurs may be made at the discration of the
Library Director,

Ganceliations

The library resarves the right to change or cancel reservations should a conflict arise
in which a Type | group (fibrary-sponsored svents) needs the usa of a room. Should
the library cancel a schedulsd reservation dus to a conflict, all fees will be refunded,

Other resarvations must be cancelled at least 24 hours in advance, Faflure fo
provide 24-hour notice of cancellation results In forfelfure of any fees pald.
Ragulaily cancelling or neglecting to cancal may be grounds for suspension of
maating room privileges, Usars who have not arrived within15 minutes of their
schaduled start-time will be conslderad no-shiows, in which cage the raservation will
be removed and fees forfsited. Further, users who show up late cannot expact to
have their reservation extended,

Equipment

The library can provide limited audio-visual equipment, such as projectors for
laptops, depending on availability. Arrangements to use squiprient must be made in
advance, and use s subject to staff avallabllity to assist with its setup, Staff will
provids Instruction in basic use of equipment but will not be present to operate it
throughout the duration of the reservation, Users are encouraged to make an
appointment prior to their meeting to test equipment.




Publicity

Publicity antouncing meetings in the library should in no way imply library
gponsorship or sndorsement of the organization or program. Publiclty may include
the library's name and address, but may not Include the library's phione number, nor
fs the fibrary to be included as a source of further Information, registrations, or

mesgsages regarding the event. Only activities sponsored by the Hbrary wili be
adverlised by the library.

Damages and Lisbility

Any individual, group or organization uslng the meeting rooms/study rooms shall be
held responsible for all damages, whether accidental or willful to the library bullding,
grounds, collections or equipment causad by the group or organization, its members,
or those attending its program. Al individuals, groups or organizations shall
indemnify, defend and hold harmiess the Dolton Public Library District, its officers,
agents, and employees from and against any and all clalms, sults, and actions of
any kind relating to injuries or damage arising from any act or omission of the
individual's, group's, or organization's use of the meesting room.

STUDY ROOMS

Whils scheduled méeﬁng@; take precedant over walk-in requests, the library's small
maeting rooms may be used for study purposes when not previously reserved for
maetings. Study rooms are not available for advance reservations.

«  Adulis, and students fourtsen years (14) and older, may request these rooms
on a first-come, first-served basis.

«  Study rooms are avallable for two (2) hour intervals. Library staff may grant
additional tirne If no one is walling. Users who have been grantad addifional
tfime will ba giver 16 minutes to vacate a room If a new parly wishes to use it
and no other rooms are avallable.

» It order to make room usage falr to all patrons, study room usags may be
lirnited to Dolton residents only or users may be limited {0 three (3) sessions
par week. Other lmitations may be Imposed at the discretion of the Library
Diractor,

»  Groups may not acquire additional sesslons by having a different member of
tha group reguasat & room.,

v« AN sguipment Is not available to study room users.

» Library rooms are not soundproof and users are asked to be respectiul of
other patrons regarding roisa.




Users will not be permitted to use a room within 30 minutes of a scheduled
reservation and users must vacate rooms at least 20 minutes prior to closing.
Once & room has been vacated for more than 10 minutes, the lbrary reserves
the right to reassign the room to an available status.

The library reserves the right to assign spacific rooms to users and to refuse
use of the rooms If policies are not followed.

Beverages of any kind and food are not alldwed under any clroumstances in
the study rooms or any parts of the library, with the excsption of the Josway
Audtterium, Users are responsible for cleanup and disposal of garbage, as
well as any damagas Incurrad,

Fee Structure
Room Type Il Type IV

Josway Auditorium $20/hr. $40/hr.
Kopac Meeting Room . S15/hr. | $30/hr.
Media Training Room ' $20/hr.  S40/hr.




