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Meeting Room Agreement Form
The Frostburg, George’s Creek, LaVale, South Cumberland, Washington Street and Westernport libraries have meeting rooms available for the community to use.  

Users of library meeting rooms must comply with the following guidelines:

1. Meeting room reservations must be made in advance and are scheduled on a “first come, first served” basis. Reservations may be made by contacting the appropriate library location.

2. The library meeting rooms are intended for and may only be reserved by nonprofit, service, and community groups, organizations, and individuals.  The direct sale of materials and services is prohibited.   Library Meeting Rooms are not intended for use as the primary site of a profit, nonprofit, or church corporate enterprise. 

3. No products or services may be advertised, solicited, or sold. However, at the discretion of the Library Director, the following will be permissible at library initiated programs: 

a. Fund raising to benefit the Library and sponsored by the Friends of the Library or other library-related groups. 

b. The sale of books or other items by authors or artists as part of a library program.

4. Library activities and programs have priority over those of any other institution or organization. 

5. If another group is currently occupying the meeting room, meeting room users may not disrupt or interrupt the group in order to set-up for their group. 

6. Room capacity is governed by Fire Code regulations. 

7. Some locations have kitchenette facilities available for use with meeting rooms.

8. Audio-visual equipment (with the exception of projectors) may be borrowed from the library for use in the meeting room. 
9. Meeting room users are responsible for re-arranging the meeting rooms and kitchenettes to their standard configuration at the end of their meeting.

10. Library facilities may not be used to store material or equipment.  

11. Alcoholic beverages are not permitted on library property.  Smoking is not permitted.

12. Upon adequate notice, the library reserves the right to withdraw permission for the use of any meeting room.

13. At the discretion of the library, a meeting room reservation may be canceled due to unanticipated building or weather conditions.

14. Neither the name nor the address of the library may be used as the official address or headquarters of an organization.

15. The use of the meeting rooms of the Allegany County Library System does not imply endorsement of the purpose or activities of a group, organization, or individual.

16. Generally, meetings should coincide with the normal open hours of the public library. Meetings that run outside of normal operating hours must request permission. In such cases, the group will be responsible for ensuring that the doors are locked and lights turned off before leaving. 

17. Requests for meeting room reservations outside of normal library hours may only be made at branches with separate meeting room entrances (LaVale, South Cumberland, Frostburg, and Westernport.) Groups that require a key to enter will be required to leave a refundable $5.00 deposit until the key is returned the following day.

18. All organizations or persons using the meeting rooms must adhere to the Allegany County Library System Meeting Room Policies as well as the Rules of Conduct. Violation may result in cancellation of future or in-progress activities.
19. Unless reserved for a scheduled activity, meeting rooms are open and available for use on a "first come first served" basis during normal operating hours.
20.   Recurring meeting room reservation requests must be renewed each calendar year.
By signing below, you agree to follow the Meeting Room policies detailed above.

_________________________________________________________________________________    ____________________________

Name of Individual/Name of Group






Date

Months & Dates Needed:

Contact Person:
Phone Number:
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