ALGONA PUBLIC LIBRARY POLICIES - Meeting Room A

The Algona Public Library welcomes public use of its Library Meeting Room A, especially for general informational,
educational, cultural, and civic purposes. Groups promoting these activities, which are consistent with the Library’s
mission, are encouraged to use the facility.

This room is made available on an equitable basis, regardless of the beliefs or affiliations of individuals or groups
requesting it. Use of the library’s meeting room does not constitute Library or City of Algona endorsement or approval of
the program content or the views expressed by participants attending the program.

Fees

Library, Friends of the Algona Public Library, City of Algona, State Library of lowa - Free
Nonprofit, Religious, or Community Group Use - $50.00

Private, Business, or Commercial Use - $100.00

Use of the Kitchen - $25.00

Damage Deposit - $200.00

Fees may be waived by the director if an individual or group submits a signed document stating an inability to pay.

Scheduling and Use Priorities

1. Algona Public Library programs, activities, and meetings

2. Friends of the Algona Public Library programs, activities, and meetings
3. City of Algona programs, activities, and meetings

4. General public

The meeting room is available for reservations by the public on a first-come, first-served basis.
The meeting room is not available on major holidays.

The meeting room is not available for fundraising, selling merchandise or services, soliciting for later sales, or placing
orders. The Library reserves the right to allow sales conducted by the Friends of the Algona Public Library, the Library
itself, and the City of Algona.

Guidelines For Meeting Room Use
To ensure that this space is available, clean, and functional for all members of our community, the Algona Public Library
Board of Trustees set forth the following guidelines defining the use of the Library’s Meeting Room A.

Any individual or group representative requesting reservation of the meeting room must complete and sign the
appropriate form, pay the room rental, and pay the damage deposit in a separate check. This must be completed during
regular library hours BEFORE the reservation is accepted.

All Library policies apply to the use of the meeting rooms. Noise and conduct are expected to be maintained at a level
that does not disrupt other people in the Library. Failure to abide by the policies of the Library will be cause for dismissal

and/or denial of further use of the meeting room.

Individuals attending meetings are responsible for the supervision of their children. A responsible adult must always be
present during the use of the meeting room.

Food and non-alcoholic beverages may be served in the Library’s meeting room.

Reservation Process
Reservations must be made by an adult member (18 years or older) of the requesting organization.




Contact information for individuals and groups reserving the meeting rooms is required. Such information is considered
public information.

Meeting rooms may be reserved up to four months in advance.

The meeting room form must be completed and submitted for each meeting.

Reservations are available for groups twice per month; additional use may be accommodated if the room is available.
Cancellations should be made promptly so other meetings may be scheduled.

Advertisements and Promotions

One exterior facing sign (no larger than 11”x17”) indicating the event time, date, and location may be taped to a window

or glass wall at the entry of the meeting room during the time the room is reserved. Nothing may be taped or attached
to non-glass walls.

Any materials promoting an event or meeting held in the meeting room (for example, flyers or posters) may list the
Library as the location, but may not imply Library sponsorship, unless pre-arranged as a co-sponsored event with the
library.

Cleaning
The contact person on the meeting room form is responsible for the proper use of the facilities; for the cost of damage

repair or replacement to furniture, furnishings, equipment, or fixtures; for additional staff work time; and/or for special
cleaning which is cleaning beyond normal wear and tear.

The room may be rearranged as needed but is to be returned to the original configuration and condition. All signs and
adhesives must be removed at the end of the meeting.

Meeting room renters are responsible for cleaning tables and chairs, the floor, and restrooms as needed, removing
trash, and returning the room to its original condition. Approved cleaning supplies and vacuums are provided for
cleanup of the room after use.

A library staff member will inspect the room(s) after each use. The damage deposit will be returned to the user by mail.
The library reserves the right to keep any portion of the room deposit for cleaning, reconfiguration, repair, and/or
replacement.

Public Wi-Fi and Equipment
Users should test personal devices prior to the meeting. Technical support personnel are not provided. Library staff
cannot troubleshoot technology issues.

The Library offers free Wi-Fi that is shared with all Library patrons. Connection speed or connecting to a particular site
cannot be guaranteed.

The Algona Public Library, its Board of Directors and Staff, and the City of Algona are not responsible for any accident,
injury, loss, or damage to the private property of individuals or organizations using the facility.

Specific rules governing the use of the meeting room will be supervised by the Library Director or the Director’s
appointee.
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