
Christina Buettner Room Use Policy
	The Christina Buettner Room in the Stubbs Memorial library may be used as a meeting room for individuals, groups, or organizations provided the following conditions are abided. Library programs and library related meetings and events take priority over non-library bookings in scheduling. 
1. The meeting room is available for educational, civic, cultural, public informational events or charitable activities as well as library-sponsored programs. 
2. Programs/meetings inconsistent with the library’s objectives, such as bingo games, receptions, parties, or any profit-making venture/business use and fund-raising will be excluded.   
3. Use of the library’s name/address/telephone in distribution partisan literature or use of the library’s name for an organization’s mailing address will not be allowed. Permission given to an individual, group, or organization for use of the room does not constitute Library endorsement. 
4. Library policies and applicable federal, state, and local laws are to be obeyed. 
5. Meetings must be free of charge. 
6. Reservations for the room must be made with the librarian at least one week prior to the meeting time. Reservations will be accepted on a first-come, first-served basis. Arrangements may be made in person or over the telephone with the library director. The library must be notified if a reservation is cancelled.
7. The organization must request meeting room equipment in advance of the scheduled meeting. Users should test personal devices with the library projector for compatibility and general use instructions. Some devices may not be compatible with library equipment.
8. The organization which uses the room will be responsible for locking the library if used before or after normal operation hours. One person from the organization is responsible for picking up a key and locking the library. The key must be returned either in person or by dropping the key into the book drop by the front doors. If the key is not returned, the group will be responsible for paying for the cost of a replacement key. 
9. Food and non-alcoholic refreshments are allowed but restricted to the meeting room. 
10. Normal operation of the library is not to be disrupted by users of the meeting room. 
11. Privacy is not guaranteed. The meeting room is not soundproof. 
12. Equipment or records belonging to the organization will not be stored in the library.
13. Smoking is not allowed.
14. Any furniture moved in the Christina Buettner room must be returned to its’ previous place once the organization is finished. Each group is responsible for leaving the meeting room in orderly condition.
15. Organizations/individuals who book the room are responsible for the cost of damage repair to furniture, furnishings, equipment, and fixtures, or for special cleaning, which is cleaning beyond vacuuming or trash removal. The library will bill the organization for the cost of repairs and/or special cleaning.
16. The Christina Buettner room will not be available on weekends and holidays. Exceptions are at the discretion of the library director.
17. The Christina Buettner room is not intended for use as a regular meeting place of a group or organization.
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