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Meeting Room Use Rules
1. CCPLS reserves the right to cancel non-library events as needed. Library sponsored or co-sponsored events have priority over other
events, however, advance reservations will not be canceled less than five weeks before their scheduled date.
2. The WBL meeting room must be reserved in advance for after-hours usage. The key must be acquired from staff during
normal library operating hours and returned immediately after the meeting in the lobby book return. If your event is during
library hours, pick up the meeting room key from the Circulation Desk, unlock the designated room door, return the key to
Circulation. A $25 fee will be charged for lost keys.
3. Meeting rooms should be reserved two weeks in advance, but not more than six months in advance.
4. Unless a meeting room is part of a brief series, groups may only reserve one meeting room at a time.
5. An officer of the group is required to fill out the Meeting Room Agreement.
6. Minors may use the rooms with the supervision of an adult who is responsible for the behavior of the minors and treatment
of library property.
7. Rooms must be used in accordance with the CCPLS Board-approved policies. Any use other than that specified on the room
agreement will result in the immediate cancellation of all organization reservations.
8. Groups are encouraged to visit the room prior to the meeting date to ensure they meet their requirements.
9. Audiovisual equipment must be reserved separately through the Circulation Department. Groups are responsible for picking
up the equipment, setting it up, and returning it at the designated time.
10. Groups are responsible to arrange meeting rooms to suit their specific needs and return them to their original arrangement
at the close of the event.
11. Groups must provide their own meeting supplies (paper, pencils, tissues, tape, scissors, etc.). Dry erase markers and erasers
for the dry erase boards are available at the Circulation Desk.
12. CCPLS policy allows simple refreshments (no catered meals). Groups serving refreshments are required to bring their own
supplies (coffee, utensils, cups, napkins, etc.). A large-capacity coffeepot is available on a first-come, first-served basis.
Drink and snack purchase is available at the circulation desk.
13. Groups are responsible for cleanup after their meeting. Chairs and tables must be returned to the closet and all items that
belong to the group removed from the refrigerator. Trash must be placed in the provided receptacles. Coffee pot must be
cleaned. Damage resulting from room use will result in immediate cancellation of all reservations for the organization.
14. The library is a smoke-free building. Smoking, vaping, and candle burning is not allowed.
15. The library does not provide babysitting services. Those attending meetings are responsible for supervising their children.
Organizations whose members' children are habitually unsupervised will lose meeting room privileges.
16. Library staff does not take telephone messages for people attending meetings. Attendees should use break time to make
phone calls or make other arrangements for contacts.
Emergency Closings: In the event that the library closes during adverse weather conditions, library staff will make every effort
to notify groups scheduled for meeting room use. In the event of inclement weather, please call the library or check our website
for updates.
Thank you for adhering to these policies and rules.

