ROSE MEMORIAL LIBRARY ASSOCIATION
USE OF COMMUNITY SPACE POLICY

INTRODUCTION
The Rose Memorial Library welcomes not-for-profit groups and individuals to use the community spaces in the Library for programs of educational, cultural, or community interest. The Library does not support for-profit organizations or businesses or political groups or people/groups outside of the Library’s service area.
Organizations and individuals shall not be permitted to use the space to advocate for or promote religious or political doctrine or beliefs, sell goods or services, or raise funds. 
The Board of Trustees of Rose Memorial Library Association have a fundamental obligation to protect the Library and its contents from potential damage, to maintain security, and to provide patrons with an atmosphere conducive to use of the facilities. Therefore, they reserve the right to deny use of the community spaces to any organization, upon determination, that its presence might threaten disruption of the normal activities of the Library.
APPLICATION
Formal application for the use of a community space is made to the Director of Operations or Library Director. 
An individual or representative of an organization responsible for the gathering must complete and sign an Application Form (APPENDIX A) as well as the Indemnification Agreement (APPENDIX B). 
Reconfirmation of the gathering must be made at least two weeks prior.
Cancellation or change of date must be cleared with the Director of Operations or the Library Director. 
GUIDELINES
The number of attendees shall be limited to the number prescribed by local fire regulations.
The Library does not advocate for, nor endorse, the viewpoints expressed in gatherings by users of the community spaces.
All meetings must be open to the public and may not be restricted to the membership of the sponsoring organization.
Community spaces may not be used for sales promotion, social meetings, or for the benefit of private individuals or commercial concerns engaged in marketing goods or services. Sale of merchandise is prohibited.
Private social events are not permitted. Admission fees may not be charged.
The Library reserves the right to pre-empt the use of community space for library purposes with four weeks’ notice to the organization which requested that space.
The name and address of the Library may be used as a designation of location only.
Publicity or literature distributed by any organization or individual using the Rose Memorial Library community space shall not suggest that the program is sponsored or co-sponsored by the Library and it must clearly state: “This event is not sponsored or endorsed by the Rose Memorial Library, is free of charge and open to the public. The Library is not responsible for the information presented in this program.”
Programs should be planned so that the meeting space will be vacated fifteen (15) minutes prior to closing time.
No smoking and no alcohol is permitted.
Individuals or organization using the community space are held responsible for the preservation of order by the attendees. The applicant is responsible for supervising and ensuring the attendees adhere to the Library’s policies and Code of Conduct.
If there is any damage to any room or equipment that necessitates professional cleaning or repairs, the applicant will be held responsible for the associated costs.
Organizations must submit a Certificate of Insurance.
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APPENDIX A 
 
APPLICATION TO USE COMMUNITY SPACE 

Name of Applicant 
_________________________________________________________________
Address _________________________________________________________________ 
Phone __________________________________ 
Email ___________________________________

Sponsoring Organization _________________________________________________________________
Address _________________________________________________________________
Phone __________________________ Email ____________________________ 
FAX ______________________ 

Purpose of Organization _________________________________________________________________

Requested Dates _________________________________________________________________
Purpose of Presentation _________________________________________________________________
 
I/We have received a copy of the Rose Memorial Library’s USE OF COMMUNITY SPACE Policy and I/we agree to abide by all of the stated guidelines. 
 
Name (Print) _____________________________________________________  

Signature ________________________________________________________

Date ______________________________ 
 
RML APPROVAL _________________________ Date ______________________ 
 
Approved Dates ____________________________________________________
(Date & Time) _____________________________________________________
Multiple Dates & Times: ______________________________________________
APPENDIX B
INDEMNIFICATION AGREEMENT
 
I/We, the undersigned, have received and read a copy of the Rose Memorial Library Use of Community Space Policy and agree to abide by the policies and rules of use contained therein.

APPLICANT’S NAME (Please Print):

_______________________________________________________________

APPLICANT’S ADDRESS: ___________________________________________

_______________________________________________________________

APPLICANT’S PHONE: ______________________________________________

In consideration of being permitted to use the community space, the undersigned Applicant, on behalf of (Group or Organization) ________________________________, waives, releases, indemnifies and discharges the Rose Memorial Library, its employees and Board of Trustees (“Library”) from the liability for any loss or damage whatsoever, including personal injury, death, property damage, medical expense and any other type of expense (“damages”) whether caused directly or indirectly by the active or passive negligence of the Library, while the undersigned Applicant’s group/organization is in, upon or about the Library premises.

Applicant also agrees to release, hold harmless, defend and indemnify the Library from any and all liability for any loss, injury and/or damages caused directly or indirectly to any third party arising out of the use of the facility by the third party pursuant to this application.

The undersigned Applicant further expressly agrees that this waiver, release and indemnity agreement is intended to be as broad and inclusive as is permitted by the laws of the State of New York and that if any portion of the Application and Agreement is held invalid, it is agreed that the balance shall continue in full legal force and effect.

APPLICANT’S SIGNATURE: __________________________________________

DATE: __________________________________________________________

This form must be completed and submitted at least thirty (30) days in advance of requested date of use. 
Applicant will be notified or availability within five (5) working days of submission.
Please return completed forms to:
Rose Memorial Library or email: cgomez@rcls.org (subject: COMMUNITY SPACE REQUEST)


For office use only: Received: ______________________

Approved: _____; Not Approved: ______________
