[LIBRARY LOGO OR NAME]
Public Usage of Library Space and Meeting Rooms Policy
Purpose
[LIBRARY NAME] provides public space as a community service. This policy governs the use of all publicly accessible library space, including open seating areas, study areas, computer stations, and [if applicable] meeting rooms. It is intended to ensure equitable access, protect the library's public mission, and maintain a safe and welcoming environment for all.
This policy must be applied uniformly and consistently to all members of the public, without exception. No individual, group, organization, or business shall receive preferential treatment in access to library space.
Definitions
Limited Public Forum
A limited public forum is a space that a government or publicly funded entity has opened for public use for specific expressive activities or by specific groups, subject to reasonable, content-neutral restrictions on time, place, and manner. Public libraries in New York are generally treated as limited public forums with respect to their publicly accessible spaces. [LIBRARY NAME] may set and enforce reasonable rules governing how, when, and by whom its spaces are used, but may not restrict access based on the viewpoint, beliefs, or affiliations of the user.
Public Space
Public space refers to all areas of the library that are open and accessible to the general public during regular library hours. This includes, but is not limited to: seating areas, reading rooms, study tables, computer stations, and open-floor areas. Use of public space does not require a reservation unless otherwise stated in this policy.
Study Rooms and Small Group Rooms (if applicable)
Enclosed or semi-enclosed spaces available for individual or small group use on a first-come, first-served or reservation basis, subject to the time limits and rules set forth in this policy.
Meeting Room (Remove if the library does not have a meeting room)
A designated enclosed space available for reservation by community groups, organizations, or individuals for events or gatherings, subject to the terms and conditions of this policy and any associated Facility Use Agreement.
Authorized Personnel Only Space
Areas of the library are restricted to library staff, board members, or other specifically authorized individuals. These areas are not open to the public and include, but are not limited to: staff workrooms, administrative offices, server rooms, and storage areas. Unauthorized entry into these spaces is prohibited.
Inurement
Inurement occurs when the assets or resources of a charitable or publicly funded organization disproportionately benefit a specific individual, group, or private business rather than the general public. [LIBRARY NAME] is prohibited from allowing its public resources, including its physical space, to inure to the benefit of any private party beyond what is equally available to all members of the community. Use of library space that exceeds what is generally available under this policy, or that gives one party an ongoing, exclusive, or commercial advantage not shared by the general public, may constitute impermissible inurement.
Commercial Use
For purposes of this policy, commercial use refers to the use of library space as a fixed, recurring business location or as a primary place of business, including but not limited to: listing the library as a business address, conducting sales transactions, or operating in a manner that exceeds the general use available to all community members.
Code of Conduct
[LIBRARY NAME]'s written standards of behavior governing all persons present in the library, including library card holders, visitors, and guests of reserved space users. The Code of Conduct is incorporated by reference into this policy.
General Principles
Equitable Access
Library space is a public resource. Access must be made available on an equitable basis, regardless of the beliefs, affiliations, viewpoints, race, religion, national origin, age, gender, sexual orientation, disability status, or other protected characteristics of the user.
Viewpoint Neutrality
[LIBRARY NAME] does not endorse or support the views of any group or individual using its spaces, any more than it endorses the viewpoints of materials in its collection. Access decisions shall never be based on the content of a group's speech or the ideas its members hold.
Uniform Enforcement
All rules in this policy apply equally to every person and every group that uses library space. No exception shall be made on the basis of a user's identity, organizational affiliation, or the nature of the activity, provided the activity is otherwise permitted under this policy. Staff shall enforce this policy consistently and document any denial of access or removal from the premises.
Public Resource Protection
Because library space is a public resource funded by [LIBRARY NAME]'s community, its use must benefit the community broadly. Library space may not be used in a manner that allows a private individual or organization to gain a sustained, exclusive, or commercial advantage beyond what is equally available to all members of the public under this policy.
[Policy Note: The prohibition on inurement is a legal requirement for charitable and publicly funded libraries in New York. Municipal libraries are also subject to the New York Constitution's restriction on "aid" to private individuals or businesses. The risk arises when a user's access exceeds what is generally available under policy. So long as space is used within the limits set for everyone, the use is generally permissible, even if one party is compensating another. The concern is not the relationship between the parties. It is whether one party is claiming more than their equal share of a public resource.]
Use of Public Space (General and Open Areas)
Permitted Use
Any member of the public may use the library's open public space for lawful activities consistent with the library's purpose, including reading, studying, using library resources, and conversation that does not disrupt others.
Time Limits in Open Areas
To ensure equitable access for all community members, individuals and groups occupying tables, seating areas, or other shared public spaces are subject to the following limits:
· Maximum continuous use of a specific seating area or table: [INSERT TIME LIMIT, e.g., 2 hours]
· Staff may ask individuals or groups to relocate if their occupation of space is blocking access to library shelves, resources, or pathways.
· Extended use of the same space on a recurring basis, especially in a manner that excludes other patrons, is not permitted.
Camping and Space Holding
"Camping," defined as occupying library space for extended periods in a manner that impedes other patrons' access or that establishes a de facto private workspace within a public area, is not permitted. This includes:
· Holding space with personal belongings while absent from the area for more than [INSERT TIME, e.g., 15 minutes]
· Returning daily to the same location and occupying it for the entirety of open library hours on a recurring basis in a manner that limits others' access
· Spreading materials across multiple seats or tables to the exclusion of others
Access to Shelves and Library Resources
No individual or group may position themselves, their belongings, or their equipment in a manner that blocks patron access to shelves, card catalogs, computer stations, or other library resources. Staff may ask individuals to relocate to correct an access obstruction.
Professional Service Providers in Public Space
Individuals providing compensated services to others (including, but not limited to, tutors, occupational therapists, social workers, and supervised visit providers) may use open public space subject to all of the following conditions:
· The space is used on the same terms available to any member of the public.
· Time limits applicable to all patrons are observed.
· The user does not advertise [LIBRARY NAME] as a business address or primary service location.
· The activity does not require the exclusive or ongoing reservation of public space not available by reservation to others.
· The activity does not disrupt other patrons or library operations.
· The activity complies with the library's Code of Conduct.
Providing a compensated service within public space is not, by itself, a violation of this policy, provided the above conditions are met.
[Policy Note: New York guidance is clear that a library cannot impose rules based on the relationship between the parties (e.g., whether one is paying the other) once their presence is otherwise within policy. The line is drawn when one party's use exceeds what is equally available to everyone. Using the library as a listed business address, holding space past established time limits, or operating as an employee sent specifically to the library by a company are examples of use that may cross into impermissible territory. A policy that bans all compensated activity broadly is likely overbroad and difficult to enforce consistently.]
Study Rooms and Small Group Rooms (Remove if not applicable)
Availability
Study rooms are available to [INSERT: library card holders / any member of the public] on a [first-come, first-served / reservation] basis during regular library hours.
Capacity
Each room is subject to a maximum occupancy as set by applicable fire and safety codes: [INSERT CAPACITY PER ROOM].
Time Limits
· Standard session: [INSERT TIME LIMIT, e.g., 1 hour]
· Extended session, if no one is waiting: [INSERT TIME LIMIT, e.g., up to 2 hours]
· Rooms may not be held or reserved for recurring use by the same individual or group without prior approval by library administration.
Signage for Rooms in Use
When a study room is reserved and actively in use, a notice shall be posted at the entrance. The notice shall read:
"This room is currently in use. To reserve this space or obtain the reservation rules, please visit [INSERT LOCATION, e.g., the circulation desk or library website]."
Permitted Activities in Study Rooms
Study rooms may be used for lawful activities, including group study, tutoring, telehealth appointments, depositions, supervised visits, and similar activities, subject to all conditions in this policy.
Prohibited Activities in Study Rooms
· Recording other patrons without their consent
· Activities that generate noise are disruptive to others outside the room
· Sale or distribution of material items
· Any activity that violates the library's Code of Conduct
[Policy Note: A room being "in use" by a reserved party does not make it legally private in the sense that the public can be excluded from a public building. What the library may do is post a notice indicating the room is occupied and ask non-reserving parties not to interrupt an active session. The room remains part of the publicly funded library building. Consistent signage and a clearly stated reservation process are the practical tools for managing access and reducing disruption.]
Meeting Room Use (This entire section may be removed for libraries without a meeting room)
Availability
[LIBRARY NAME] makes its meeting room(s) available to the public as a community service. The availability of meeting room space does not imply endorsement by [LIBRARY NAME] of the views or activities of any user.
Who May Reserve
Meeting rooms are available to individuals, community groups, organizations, and businesses on an equitable basis. [LIBRARY NAME] does not limit access to non-profit organizations only.
Reservation Process
Reservations may be made [INSERT PROCESS, e.g., online, at the circulation desk, by phone]. Reservations must be made at least [INSERT ADVANCE NOTICE REQUIREMENT, e.g., 48 hours] in advance. Reservations are subject to availability and staff review for policy compliance.
Permitted Uses
Meeting rooms may be used for activities including, but not limited to:
· Educational programs and workshops
· Cultural events
· Civic and community organization meetings
· Charitable events
· Advocacy meetings
· Religious and spiritual gatherings of an educational or cultural nature (see restrictions below)
· Support groups
· Community and professional meetings
[Policy Note: This list is grounded in the ALA's Meeting Rooms interpretation of the Library Bill of Rights, which lists education, culture, charity, advocacy, civic engagement, religion, and politics as categories libraries commonly permit. The policy deliberately omits "political campaigns" as a category. A library may decline to make its meeting room available for use as a campaign event venue, provided that rule is applied equally to all campaigns and all parties, and is grounded in a written, content-neutral policy tied to the library's stated purpose. This is an area where individual legal counsel review is advisable before a denial is issued, particularly if the library has previously allowed any political use.]
Restrictions on Use
Meeting rooms may not be used for:
· Religious worship services
· Political campaign events or campaign fundraisers
· The sale or distribution of material items, unless expressly authorized by library administration
· Activities that violate applicable law
· Activities that violate the library's Code of Conduct
· Any activity that would constitute impermissible inurement of a public asset to a private party
[Policy Note: The exclusion of religious worship services (as distinct from religious education or cultural programming) has been upheld in court. Courts have recognized that a library may preserve its meeting room forum for community interest purposes and exclude worship services on that basis, without violating the First Amendment's Establishment Clause or Free Speech protections. Any denial based on this distinction should be clearly documented and consistently applied. Legal counsel review of specific situations is strongly advised before a denial is issued.]
Fees
[LIBRARY NAME] [charges / does not charge] fees for meeting room use.
[If fees apply: Fee schedules are posted at [INSERT LOCATION] and on the library's website. Fees shall be reasonable and rationally related to actual costs, including wear and tear. [LIBRARY NAME] may charge higher fees for non-residents or for-profit entities, provided the fee schedule is applied consistently to all users in those categories.]
[Policy Note: Charging fees does not alter the space's status as a limited or designated public forum. Fee schedules should be reviewed for compliance with state and local law and posted publicly. Libraries should consult with their accountant if they anticipate significant fee revenue to confirm it does not constitute "unrelated business income" under IRS rules.]
Facility Use Agreement
For regular, recurring, or higher-risk reservations, [LIBRARY NAME] may require a signed Facility Use Agreement prior to approving a reservation. The agreement shall include, at a minimum:
· The name and contact information of the responsible party
· The date, time, and purpose of the event
· Acknowledgment of the library's Code of Conduct and this policy
· Responsibility for clean-up and restoration of the space
· An indemnification clause holding [LIBRARY NAME] harmless from legal claims arising from the group's conduct
[Policy Note: A Facility Use Agreement is strongly recommended for any group using the meeting room on a recurring basis, for larger events, or for events involving minors, telehealth, supervised visits, or other activities with elevated liability exposure. Libraries should have legal counsel review the agreement template before adoption.]
Events Involving Unaccompanied Minors
If an outside group's event involves unaccompanied minors, [LIBRARY NAME] shall require written confirmation from the reserving organization that it has all appropriate policies, procedures, and vetting processes in place to protect the welfare of the children in its care.
[LIBRARY NAME] is not responsible for the supervision, safety, or welfare of unaccompanied minors attending events organized and supervised by outside groups. Responsibility for the care of minors rests solely with the reserving organization and its designated responsible parties.
Room Status Signage
When the meeting room is reserved and actively in use, a notice shall be posted at the entrance. The notice shall read:
"This room is reserved and currently in use. For information on reserving this room, please visit [INSERT LOCATION or website]."
A notice that a room is in use does not restrict the general public from entering the library building or accessing other library spaces. It serves to indicate the room's current reservation status and to minimize disruption to the active session.
[Policy Note: A reserved meeting room in a publicly funded library building cannot be made legally private in the sense that the public is barred from entering a public building. What is permissible is posting notice that the room is in use and asking non-reserving parties not to disrupt an active session. The room remains part of a publicly funded facility and is subject to the library's general Code of Conduct at all times. Policies or language suggesting the room is fully "private" or closed to the public may not hold up if challenged.]
Conduct Standards
Code of Conduct Applies to All Users
All persons using library space, including those using reserved rooms or the meeting room, are subject to [LIBRARY NAME]'s Code of Conduct at all times. A copy of the Code of Conduct is available at [INSERT LOCATION] and on the library's website.
Behavior Warranting Removal
Staff may ask any individual or group to leave library space or correct their behavior for violations, including but not limited to:
· Behavior that disrupts other patrons or library operations
· Hygiene conditions that create a health or safety concern for others
· Unauthorized recording of other patrons
· Conduct that harasses, intimidates, or threatens any person
· Violation of any provision of this policy
Recording in Library Space
Recording by patrons in the library public space is subject to [LIBRARY NAME]'s recording policy. Recording of individuals in reserved or occupied spaces without their consent is not permitted.
Appeals and Complaints
Any individual or group whose request for space has been denied, or who believes this policy has been applied inconsistently, may file a written appeal or complaint with [INSERT: the Library Director / the Board of Trustees] within [INSERT TIME PERIOD, e.g., 30 days] of the decision.
To submit an appeal: provide a written statement to [INSERT CONTACT/ADDRESS]. The [Director / Board] will review the matter and respond in writing within [INSERT TIME PERIOD, e.g., 30 business days]. The decision of the [Director / Board] is final.
[Policy Note: New York State minimum standards require that library policies include a mechanism for appeal or complaint. This section satisfies that requirement. A clear, documented appeals process also provides meaningful protection to the library in the event of a legal challenge to a denial of access.]
Policy Availability and Review
Public Availability
This policy is available for public inspection in print at [INSERT LOCATION, e.g., the circulation desk] and on the library's website at [INSERT URL].
Review Cycle
This policy shall be reviewed and re-approved by the [LIBRARY NAME] Board of Trustees at least every five years, in compliance with New York State minimum standards for public libraries.
Emergency and Public Health Adjustments
The [LIBRARY NAME] Board of Trustees retains the authority to suspend public space or meeting room use entirely if it determines that such use cannot be conducted safely during a declared public health emergency or other emergency condition. Any suspension shall be communicated to the public as promptly as practicable.
This policy was adopted by the [LIBRARY NAME] Board of Trustees on [DATE].


[LIBRARY LOGO OR NAME]
Meeting Room Facility Use Agreement
About This Agreement
This Agreement is between [LIBRARY NAME] ("the Library") and the individual or organization identified below ("the Reserving Party"). By signing this Agreement, the Reserving Party confirms they have read, understand, and agree to comply with the [LIBRARY NAME] Public Space and Meeting Room Use Policy ("the Policy"), the Library's Code of Conduct, and all terms set forth in this Agreement.
Use of the meeting room does not imply endorsement by [LIBRARY NAME] of the Reserving Party's views, activities, or organization.
Reserving Party Information

Name of Reserving Party (individual or organization):

Primary Contact Name (if organization):

Mailing Address:

Phone Number:

Email Address:
Is the Reserving Party a nonprofit organization? [ ] Yes — Tax-exempt status: _______________ [ ] No [ ] Not applicable
[Policy Note: Libraries are not required to limit meeting room access to nonprofits. This information is collected for administrative purposes only, including fee calculation where applicable. It may not be used as a basis to deny access.]
Event Information
Date of Event: _______________________________________________
Start Time: _____________ End Time: _____________ (Include set-up and clean-up time within your reservation window.)
Estimated Number of Attendees: _______________________________________________
Room Requested: _______________________________________________
Description of Event or Activity:



Will the event be open to the general public? [ ] Yes [ ] No — It is a private event for invited attendees only.
Will the event involve unaccompanied minors? [ ] Yes (A completed Minor Protection Acknowledgment, Section 7, is required.) [ ] No
Will any fees, dues, or donations be collected from attendees? [ ] Yes — describe: _______________________________________________ [ ] No
Will any material items be sold or distributed? [ ] Yes — describe: _______________________________________________ [ ] No
[Policy Note: The sale or distribution of material items requires prior written authorization from library administration. The collection of fees, dues, or donations by the Reserving Party does not, by itself, violate library policy, provided the use of space does not exceed what is equally available to others and does not constitute impermissible inurement of a public resource to a private party.]
Room Capacity and Setup
The maximum occupancy of the reserved room is [INSERT NUMBER] persons, as set by applicable fire and safety codes. The Reserving Party agrees not to exceed this limit.
Requested room configuration (check one): [ ] Theater / rows of chairs [ ] Conference / table and chairs [ ] Classroom / tables facing front [ ] Open / chairs only [ ] Other: _______________________________________________
Standard setup options available through the Library: [INSERT AVAILABLE OPTIONS, e.g., tables, chairs, projector, screen, whiteboard]. Equipment availability is not guaranteed and is subject to prior reservation.
The Reserving Party is responsible for arranging and restoring furniture and equipment to its original configuration at the conclusion of the event. Any damage to Library property caused during the event is the financial responsibility of the Reserving Party.
Fees
Applicable fee: $ _______________
Fee category (check one): [ ] Resident / nonprofit rate [ ] Non-resident rate [ ] For-profit rate [ ] No fee
Payment due: [ ] At time of reservation [ ] At time of event
Payment method: _______________________________________________
Fees are non-refundable unless the Library cancels the reservation. [INSERT ANY REFUND OR CANCELLATION POLICY HERE, e.g., Cancellations made at least 48 hours in advance may be eligible for a credit toward a future reservation.]
[Policy Note: Fee schedules must be posted publicly and applied consistently across all users within the same category. Higher fees for non-residents or for-profit entities are permissible under New York law, provided they are reasonable and rationally related to actual costs. Libraries should consult with their accountant if fee revenue is significant, to confirm it does not constitute unrelated business income under IRS rules.]
Conduct, Clean-Up, and Responsibilities
The Reserving Party agrees to the following:
Compliance with Library Policy
The Reserving Party and all attendees shall comply with the [LIBRARY NAME] Public Space and Meeting Room Use Policy and the Library's Code of Conduct at all times. Library staff retains the authority to address any conduct that violates these standards, including asking individuals to leave the premises.
Responsible Party on Site
The Reserving Party shall designate one adult (age 18 or older) to be present and responsible for the event from start to finish, including set-up and clean-up.
Designated on-site responsible party (if different from above):
Name: _______________________________________________ 
Phone: _______________________________________________
Clean-Up
The Reserving Party is responsible for leaving the room in the same condition in which it was found. This includes:
· Removing all trash and placing it in designated receptacles
· Removing all belongings, materials, and equipment brought by the Reserving Party
· Restoring furniture and Library equipment to original positions
· Reporting any damage to Library property to staff before leaving
Failure to comply may result in a cleaning fee and may affect eligibility for future reservations.
Noise and Disruption
The Reserving Party shall ensure that the event does not produce noise or disruption that interferes with other Library patrons or operations. Library staff may ask the Reserving Party to reduce noise or modify the activity if disruption occurs.
Recording
Recording of Library staff or other patrons without their consent is not permitted. Any recording conducted within the reserved room is the sole responsibility of the Reserving Party and must comply with applicable law.
No Smoking, Alcohol, or Controlled Substances
Smoking, the consumption of alcohol, and the use of controlled substances are prohibited on Library property, unless alcohol use has been expressly authorized in writing by Library administration in advance.
[Policy Note: Libraries should consult with legal counsel before authorizing any alcohol use on Library property. Insurance coverage and applicable state and local regulations should be confirmed before any such authorization is granted.]
Signage and Promotion
The Reserving Party may not use [LIBRARY NAME]'s name, logo, or address in promotional materials in a manner that implies Library endorsement of the event or organization without prior written approval from Library administration. The Library's address may not be used by the Reserving Party as a business mailing address.
Indemnification and Liability
The Reserving Party agrees to indemnify, defend, and hold harmless [LIBRARY NAME], its Board of Trustees, officers, employees, and agents from and against any and all claims, damages, losses, costs, and expenses (including reasonable attorneys' fees) arising out of or related to:
· The Reserving Party's use of the meeting room
· The conduct of the Reserving Party's attendees, guests, or agents
· Any injury to persons or damage to property occurring during the event
· Any violation of applicable law by the Reserving Party or its attendees
[LIBRARY NAME] is not responsible for personal property brought onto Library premises by the Reserving Party or its attendees.
[Policy Note: An indemnification clause is strongly recommended and is consistent with New York guidance on library facility use agreements. Libraries should confirm with their insurance carrier that their general liability coverage extends to third-party use of Library space, and should consult with legal counsel when reviewing or updating this language.]
Minor Protection Acknowledgment (Complete only if the event involves unaccompanied minors)
The Reserving Party confirms that its organization has all appropriate policies, procedures, and vetting processes in place to protect the welfare of the children in its care during this event.
[LIBRARY NAME] is not responsible for the supervision, safety, or welfare of unaccompanied minors attending events organized and supervised by outside groups. Responsibility for the care of minors rests solely with the Reserving Party and its designated on-site responsible party.

Printed name of person confirming the above				Title/Role

Signature									Date
[Policy Note: This acknowledgment is consistent with the Minor Protection provisions in the Policy. Libraries may wish to consult with legal counsel about whether any additional steps (such as confirming the organization has a written child protection policy) are appropriate for their specific circumstances.]
Cancellation and No-Show
Cancellation by the Reserving Party
The Reserving Party must notify [LIBRARY NAME] of any cancellation at least [INSERT TIME, e.g., 48 hours] in advance. [INSERT CANCELLATION CONSEQUENCES, e.g., Late cancellations or no-shows may result in loss of the reservation fee and may affect eligibility for future reservations.]
Cancellation by the Library
[LIBRARY NAME] reserves the right to cancel a reservation if:
· The Reserving Party has provided false or materially incomplete information in this Agreement
· The proposed use is determined to violate the Policy or applicable law
· An emergency, public health concern, or facility issue makes the room unavailable
In the event of a Library-initiated cancellation, any fee paid will be refunded.
Acknowledgment and Signatures
By signing below, the Reserving Party confirms that:
· They have read and agree to the [LIBRARY NAME] Public Space and Meeting Room Use Policy and the Library's Code of Conduct.
· All information provided in this Agreement is accurate and complete.
· They understand that providing false information may result in cancellation of the reservation and loss of future reservation privileges.
· They accept full responsibility for the conduct of all attendees and the condition of the room following the event.
· They understand that [LIBRARY NAME] does not endorse the views or activities of the Reserving Party.
Reserving Party Agreement: 

Printed Name					Signature				Date
Library Agreement:

Printed Name					Signature				Date
Reservation Confirmed: 
[ ] Yes [ ] No — Reason if denied: _______________________________________________
This Agreement is subject to the [LIBRARY NAME] Public Space and Meeting Room Use Policy, adopted [DATE]. A copy of the Policy is available at the circulation desk and at [INSERT WEBSITE URL].


