PALM BEACH COUNTY LIBRARY

TO: ALL LIBRARY STAFF

FROM: DOUGLAS CRANE
LIBRARY DIRECTOR

PREPARED BY: DIRECTOR, SYSTEM SERVICES

SUBJECT: Public Use of Meeting Rooms

PPM #: CLO - 300

ISSUE DATE EFFECTIVE DATE
June 18, 2025 June 18, 2025

PURPOSE: To establish guidelines for the use of meeting rooms in Library facilities by the public.

AUTHORITY: Library Bill of Rights; Florida Statutes, Ch. 876 and 877; Countywide PPM
#CW-0-024; Library PPM #CLO-300

DEFINITIONS: Meeting Room: Library spaces that can be reserved by members of the public.
Meeting Rooms include but are not limited to: multipurpose rooms, conference rooms, meeting
rooms, and the Main Library’s Summit Room. Meeting rooms do not include study rooms,
CreationStations, or MakerSpaces.

Meeting: Events, activities, workshops, and other group gatherings.

Library Card: Palm Beach County Library System-issued digital or physical identification granting
the cardholder access to library resources and services; in good standing (not blocked or barred);
does not include SEFLIN OneCard users or Quick Access cards

POLICY: All Palm Beach County Library System locations are equipped with at least one meeting
room primarily for Library use. When time and space permit, these rooms may be made available
to the public.

Use of meeting rooms by the public is subject to the following regulations:
1. Library-sponsored services and functions will have priority in the use of these facilities.

2. Special consideration will be given to requests from government entities, Friends of the Palm
Beach County Library System and to the Genealogical Society of Palm Beach County in the
following ways:

a. Each may reserve meeting rooms more than once per month and beyond the 60-day
window if time and space permit

b. Reservations do not require a valid Library card.

c. The applicant’s library card or government ID may be held by library staff if equipment such
as remotes are requested.

d. Use of meeting rooms outside of public hours and other special considerations must be
coordinated by location staff and approved by Division Head beforehand.
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3. Limited resources, including parking, staff, and space may limit or prohibit use of meeting rooms.
Public safety will be taken into consideration.

4. Meetings held in the rooms must be open to the public (i.e. no member of the public can be
denied access to a meeting unless it violates the capacity set by the Fire Marshal), and no
attendance or entry fee may be charged beforehand or during the meeting. Meetings for the
exclusive purpose of fundraising or sales are prohibited. Non-commercial groups will not be
prohibited from collecting ordinary annual dues or selling miscellaneous items such as the
organization's calendars, date books, etc., provided that such activity is incidental to the purpose of
the meeting. Meetings must not have business promotion as their central focus. Commercial sales
are prohibited. Activities likely to disrupt library functions are also prohibited.

5. Attendance must not exceed the capacity established for each meeting room by the Fire
Marshal.

6. Meeting rooms are available during the hours the Library is open to the public and must be
cleaned and vacated 30 minutes prior to the Library closing time.

7. Food and beverages may be served in meeting rooms. Heating devices such as sternos,
portable stovetops, etc. are prohibited. These spaces may not be used to cook, prepare, or warm
food. Automated coffee makers, electric kettles, and microwaves are allowed. Alcohol is prohibited.

In order to maintain a clean environment for public use, clean-up, including disposal of all food,
beverage, and their containers at an offsite location, is the responsibility of the meeting room
applicant. Failure to properly clean may result in the loss of meeting room privileges for the
individual and the organization and the applicant. All cleaning supplies, including trash bags, are
the responsibility of the meeting room applicant.

8. Use of meeting rooms is free. Facilities must be left clean and in the original condition.
Applicants may be required to pay the cost for repair of any damages to the facilities. The Library
will not be responsible for materials or personal equipment left in the building by users.

9. Groups are responsible for setup and breakdown of chairs and tables. Staff is not available for
this purpose. Reservations for meeting rooms should include time for the group to set up and take
down the tables and chairs (e.g., 30 minutes before and after). All items must be returned to their
original placements. Furniture and other items such as tables and chairs will not be moved from
other parts of the building or from other Library buildings for room reservations.

10. Use of meeting rooms is by reservation only. Reservations will be accepted on a first-come/first-
served basis and will not be accepted on an automatically recurring basis. Interested parties may
apply for use of meeting rooms by completing an application available through the Library’s
website. Paper copies are available upon request and will not be considered complete until signed
by the applicant. Until a completed application is received, reservations may be lost if a completed
and signed application is received from another applicant for the same date/time.

Reservations must be made at least two weeks in advance. However, an unscheduled room may
be reserved without advanced notice at the discretion of the Branch Manager or their designee, as
long as the use conforms to these guidelines and the Application is completed prior to use of the
room. In this case, a paper copy must be used or a Library staff member must enter the information
into the website.
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Reservations will be accepted up to 60 days ahead of planned use of the meeting room (e.g., On
March 5, rooms may be reserved through May 4). Groups are permitted to reserve a meeting room
once each calendar month per location in addition to same-day requests.

Once a reservation request is received, staff will make every effort to review the application and
complete the approval process within three business days (Monday — Friday), at which time, the
applicant will be notified if their application has been approved. Should it become necessary for the
Library to cancel any reservation, every effort will be made to contact the applicant.

11. Each approved applicant is responsible for their own publicity. All publicity, announcements,
press releases, flyers, digital content and other promotional material must state, “This event is not
sponsored/endorsed by the Palm Beach County Library System.” The sponsoring group must use
its own telephone number for publicity. The Library telephone number may not be placed on the
publicity, as the Library is not a source of information concerning the event.

Such announcements, press releases, flyers or other promotions, digital or otherwise, should
clearly state the sponsoring group's name and refer to the Library only as the location of the
meeting/event, not prominently as to imply sponsorship. Groups may not use the Library's name or
address as their own address or headquarters location or store their property at the Library
between meetings. The Library’s logo may not be used.

12. The applicant must have a library card (as defined above) and be 18 or over. They must be
present to open the meeting room and during the entirety of its use. The applicant assumes
responsibility for any damage done to Library facilities or equipment. To offer flexibility while
maintaining accountability, the applicant can request a change in responsible party as long as the
new representative meets the above-mentioned qualifications and completes a paper Application
for Meeting Room Use prior to opening the meeting room.

13. If the applicant does not check in with a staff member within 15 minutes of the reservation start
time, the space may be used by another applicant.

14. The Library will not provide computer equipment for the applicant's use. Ceiling-mounted
projectors and/or television monitors (when available), microphones and remote(s) may be
available upon request and used under the following conditions: 1) the projector and/or television is
already in the room (equipment will not be moved from another room or location); 2) the applicant’s
library card or government ID is to be kept with Library staff until remote(s) are returned and
equipment is found to be in its original condition; and 3) settings to the projector and/or television
are not changed. Equipment that applicants need to bring, if needed: laptops and VGA or HDMI
cords for computer use.

Each room has power connections and Wi-Fi access. Library staff can provide limited technical
assistance within reason and as time permits. The Library is not responsible for damage or loss of
personal equipment.

15. From time to time, commercial entities request the use of a meeting room. In order for
commercial entities to do so, they must be co-sponsored by a 501(c)3 non-profit or government
agency.
a. The applicant must represent the co-sponsoring organization on the application.
b. Intent of the meeting room use must be educational or for public benefit and interest. This
can include, but is not limited to, staff training, events seeking prospective employees, and
topical seminars for the public. The purpose and primary content of the meeting cannot be the
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promotion of a commercial business. Like all other entities, commercial groups are prohibited
from conducting business that involves the exchange of goods or services for money.
c. All other policies and procedures apply.

16. Groups may post a sign on the meeting room door or directly in front of the meeting room as
long as the sign does not pose a hazard or impede Library services or visitors and must state, “This
event is not sponsored/endorsed by the Palm Beach County Library System.”

17. Sign-in sheets and collection of contact information is permitted, but cannot be mandated.

18. Meeting spaces are not available for private milestone events (parties, weddings, bridal and
baby showers, family reunions, graduation ceremonies, etc.).

19. Issues related to use of meeting rooms must be handled through a location’s line of
supervision. The Library Director or their designee has final authority on all matters pertaining to
meeting room usage.

20. Failure to comply with these regulations will result in denial of future use of a location’s meeting
room, financial liability for damages, and/or immediate removal from the room.

PROCEDURE:

1. The applicant will reserve a meeting space via the Library’s website. A paper copy will be
provided to them upon request, and once completed, it will be entered by Library staff into
the Library’s website for approval.

Approval of applications will be done within 3 business days, Monday - Friday.

. On the date/time that the meeting/event is to take place, the applicant will notify staff of their
arrival and leave their Library card/government ID with staff if remotes and/or other
equipment are borrowed. The room will be open for the applicant only. See above for
procedures related to a change in responsible party.

4. Following the meeting, the applicant will pick up their Library card/government ID (if

applicable) and will be asked to turn in the Meeting Room Checklist. Staff will record the

attendance for statistical purposes.

w N

CONTACT POSITION: Branch Manager or their desi

APPROVED BY: M

Douglas Crane, Library Director
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