
Kimberly Public Library 
Meeting Room Policy 
 

Purpose and Scope 

Kimberly Public Library offers meeting rooms for public use. Meeting rooms are provided 
as a free public service. Reservations may be made through the Library's online booking 
system at kimberlypubliclibrary.org or in person with library staff. Meeting room users are 
provided with a copy of these Policy Guidelines and by their use of meeting rooms agree to 
comply with all terms and conditions in these Guidelines. 

Policy Guidelines 

1. Meeting rooms will be made available on an equitable basis, regardless of the beliefs 
or affiliations of individuals or groups requesting their use. The Library Board reserves 
the right to manage all aspects of meeting room use and availability. 

2. Meetings are scheduled on a first-come, first-served basis. To reserve a room, the 
registration form must be completed online or in person with library staff. Library 
business and programming is prioritized over any other use. 

3. Meeting room use by the public shall not interfere with the normal functions and 
regular programs of the Kimberly Public Library. 

4. No single individual or group may have more than ten (10) reservations booked at one 
time. More frequent meetings may be approved by the library director if the meetings 
are directly related to the mission of the library. 

5. Rooms may be reserved for up to four (4) hours per booking. Each individual or group 
is limited to one (1) booking and a maximum of four (4) hours of meeting room use per 
day. 

6. Meeting rooms should be reserved online in advance of use whenever possible. 
Online reservation requests should be submitted at least seventy-two (72) hours 
before the date needed and are subject to staff approval, which will be confirmed 
within twenty-four (24) business hours. If a meeting room is not in use, walk-in use 
may be available, provided the proper registration form is completed with library staff; 
all patrons must register online or with library staff prior to using the meeting room 
space. 

7. Individuals booking meeting room space must be at least sixteen (16) years of age. At 
the time of booking, the individual will be asked to confirm that they are at least 



sixteen years old and that they accept responsibility for the reservation and for their 
group's use of the room. 

8. Meeting rooms are available during regular library hours of operation. 

9. Meeting rooms are available to individuals as well as educational, cultural, and civic 
non-profit groups. Use of public meeting room space by private for-profit purposes is 
discouraged but may be allowed by the discretion of the Library Director.  

10. There is no cost for public use of library meeting rooms. 

11. Use of meeting rooms for any of the following reasons is strictly prohibited: 

a. Any purpose which may interfere with the regular operation of the library; 

b. Commercial events where products, services, or memberships are advertised, 
solicited, or sold; 

c. Purely social events, including personal, company, or family parties, receptions, 
showers, etc.; 

d. Gambling, or any form of illegal activity. 

12. Except for the collection of non-profit membership dues, no admission fee, 
registration fee, nor donations may be sought from meeting attendees. 

13. No sales of products or services may be conducted on site, nor promotional, 
persuasive, or solicitous material distributed in relationship to meeting room use or to 
other visitors using the library. 

14. The Library Director, with authority of the Library Board, shall make an exception to 
allow the conduct of sales and acceptance of donations for the purpose of raising 
funds for the library or for purposes that directly align with the library's mission. 

15. Meeting room users agree to follow all regulations established for library patron 
expectations and meeting room use and accept responsibility for damages caused to 
the building, equipment, materials, and/or personal property that is damaged or lost 
during the meeting room use, for the group using it at the time that damage or loss 
occurred. 

16. No food or beverage may be permitted without prior approval of the Library Director. 

17. Meeting rooms accommodate up to eight (8) people; the study room accommodates 
up to three (3) people. These capacity limits must be observed at all times. 



18. The Library has the right to deny future access to groups or individuals who leave 
meeting rooms in an unclean or disorderly condition, or behave in a disruptive or 
disrespectful manner that may infringe upon the safety or security of others or prevent 
the regular activity of library functions, or who violate any other of these Policy 
Guidelines. 

19. Events or meetings being held in the library's meeting rooms may not be publicized in 
a manner which suggests library sponsorship or affiliation. Use of library meeting 
rooms does not imply endorsement by the library staff or library board of the 
viewpoints presented. 

20. The Library does not assume any liability for groups or individuals attending a meeting 
in the library. The Library is not responsible for any equipment, supplies, materials, 
clothing, or other items brought to the library by any group or individual attending a 
meeting. 

21. The Library Director has the authority to issue reasonable meeting room expectations 
that have not been specifically addressed in this policy and to enforce the guidelines, 
which may result in a variety of consequences, including the revocation of permission 
for meeting room use. 

22. Any person or group may appeal the Director's decision to the Kimberly Public Library 
Board in writing within 10 days of the occurrence. 

23. The Library Director has the authority to interpret minor variations from this policy to 
allow exceptions as deemed appropriate by the Library Director within reasonable 
limits and across varying circumstances. 

24. Unruly conduct, excessive noise, or other disturbing or disrespectful behavior may 
result in third-party intervention by law enforcement and/or immediate termination of 
meeting room use. 

25. MEETING ROOM USERS HOLD HARMLESS AND WAIVE AND RELEASE THE 
VILLAGE OF KIMBERLY AND THE KIMBERLY PUBLIC LIBRARY, AND THEIR 
RESPECTIVE PERSONNEL FOR ANY AND ALL LIABILITY ASSOCIATED WITH USE OF 
THE LIBRARY INCLUDING BUT NOT LIMITED TO CLAIMS FOR PERSONAL INJURY, 
PROPERTY LOSS, OR PROPERTY DAMAGE, IN CONSIDERATION OF THE FREE 
USAGE OF MEETING ROOM SPACE. 

26. These Policy Guidelines may be amended at any time without advanced notice. 
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