 SEQ CHAPTER \h \r 1GUIDELINES FOR USE OF CONFERENCE ROOM
The conference room is available for public meetings of a civic, cultural, or educational character, but not for social gatherings, entertainments, dramatic productions for money-raising or commercial purposes.  

The conference room is subject to the following regulations:


 1.
The Culpeper County Library retains the right to cancel a reservation granted an outside group for the conference room.  In the event of cancellation, as much notice as possible will be given.

 2.
The conference room will be available only during the hours that the library is normally open.  Reservations need to take into account time for set up and clean up.  Groups are responsible for their own set up and the room is to be put back in order as it was found. 

 3.
There is no fee for the use of the conference room nor may the user charge a fee for attendance at meetings.  The exception is in the case of paid registration of a library-sponsored seminar or workshop where the fee would cover the cost of a speaker or leader. Any group that charges a fee must have approval from the Director and attach a financial accounting outlining the costs of the program.

 4.
Smoking is not allowed.

 5.
Attendance in the conference room is limited by the fire code. 
 6.
Reservations require completion of an application form which includes the name of the organization, time and date desired, number of persons expected, and name and telephone number of person filing out the application, and  who will be responsible for use of the room.  The room will be assigned in order of receipt of qualifying applicants.

 7.
Groups must provide their own projectionist, but may use library projection equipment, provided it is requested at the time the conference room is reserved.  Groups will be responsible for any damage to library projection equipment or library audio-visual materials used.

 8.
Organizations assume responsibility for any damage to room or contents and must leave the room in an orderly condition.  The library is not responsible for any injuries incurred during use of the room, or for any lost or stolen property.

9.
The Director is authorized to deny permission to use the room to any group that is disorderly, does not follow library behavior policy, or that violates these regulations.

10.
The name or address of the Library may not be used as the official address or headquarters of an organization.  Mail returned to a service unit will not be forwarded to the organization.  Phone calls to the branch for information about the organization or a meeting/program will be referred to the person who filled out the application.  Staff will give the date and time of the meeting.

11.
Children's groups may use the conference room, provided they are supervised by an adequate number of legally responsible adult sponsors at all times. (Generally 1 supervisor to ten children)

12.
The fact that a group is permitted to use the conference room does not in any way constitute an endorsement by the County or the Library of the group's policies or beliefs.

13.
Organizations may have the use of the conference room on a regular basis (2nd Thursday of each month, for example).  However, each calendar year each group must reapply for use of the conference room and sign up for conference room dates for the following calendar year.  The Library reserves the right to cancel a regularly scheduled meeting.

14.
Should the conference room be used for public exhibits or displays, the Culpeper County Library is not responsible for loss of or damage to any article on display belonging to an individual.

15.
The Library, The Library Foundation and the Friends meetings take precedence over any other conference room group and are not restricted to the same guidelines as outside groups.

16.
Any violation of these policies may preclude the group from using the conference room.

17.
Cancellation of room needs to be given as soon as possible.  If group does not cancel and does not show up on a consistent basis, this will result in a loss of privileges.

NOTE:The staff room of the Library is not open to the public for meetings.

