Lambertville Free Public Library Policy for
Facility Use by Outside Groups

The Lambertville Free Public Library is committed to supporting the informational, educational,
and cultural needs of the community. The primary purpose of the library’s meeting spaces is to
provide space for library activities, including programs presented by library staff. When a
meeting space is not being used for a library activity, the space is available for use by
community and non-profit groups and organizations for meetings and/or programs that are
educational, cultural, or civic in nature. Access will be made available on equal terms,
regardless of the beliefs or affiliations of individuals or groups requesting use. The library does
not advocate or endorse the viewpoints of any organization, group, or individual who uses the
library.

Three spaces may be reserved: the Peggy Lewis Gallery (maximum capacity of 35), the first-
floor meeting space (maximum capacity of 8), and the outside lawn (maximum capacity of 35).

RULES AND REGULATIONS
The Board of Trustees has established the following rules for use of its facilities:

e All users of the library and its meeting spaces must abide by the Library Code of
Conduct. Failure to do so may result in the group and/or individual group members
being prohibited from future use of the library and/or its meeting spaces.

e Maximum occupancy per floor as set by the Fire Safety Sub Code Official must not be
exceeded for any event.

® Meeting room spaces may not be reserved by any individual or group more than once
per week. Meeting rooms may not generally be used by one party for more than two
hours at a time. Recurring meetings may be scheduled in three-month blocks.

e Smoking of any kind, including use of e-cigarettes, within the library or on library
premises is prohibited.

e Alcoholic beverages within the library or on library premises are prohibited.

The serving of food is limited to light refreshments. Preparation of food on site is
prohibited. Heating elements and open flames are prohibited. All groups serving food
will be required to comply with all rules and regulations regarding the handling of food,
which may require an application for a food permit from the City of Lambertville.

Adopted December 2024



One adult must be identified as the responsible party for the group using a meeting
space. This individual must assume responsibility for all arrangements related to the
event.

Those reserving a meeting space are responsible for setup and for cleaning and
returning the space to its pre-event staging and condition.

No materials may be affixed to the walls.

Meeting spaces may not be used for commercial purposes.

Groups may not charge an admission fee or require a donation for an event or meeting.
A group may request a fee to cover the cost of materials used by program participants,
but no portion of the fee may benefit an organization or individual.

Library spaces may not be used for political campaigning on behalf of, or in opposition
to, any candidate for elected public office.

With sufficient notice, events may be listed on the library’s event calendar. Any
additional promotion is the responsibility of the group reserving the space.

All entities using the site are responsible for damage to equipment, furniture, the library
building, or the library grounds and will be required to make restitution, inclusive of
cleaning bills.

APPLICATION PROCESS

Outside groups must submit a completed Reservation Request Form for building use a

minimum of 7 days prior to the event. The Library Director or designated staff person will:

Ensure that the event organizer is made aware of the library’s policies and procedures
and agrees to adhere to them;

Review and ensure that the program being offered meets the criteria and standards set
forth by the Lambertville Free Public Library;

Ensure that the time of the program falls within the hours of operation of the library
and will end at least 15 minutes before the library closes;

Review any fees charged to ensure they are within the guidelines set by this policy;
Determine whether the group must show a certificate of insurance, based on the nature
of the program or event;

Make sure that the Reservation Request Form is complete.

Parties whose applications for space are rejected may appeal the decision to the Library Board
of Trustees. Requests to use Library space outside of normal hours or in ways not covered by

this policy must be reviewed by the Library Director and approved by the Library Board of

Trustees.
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