MEETING ROOM USE POLICY Revised 10.20.22

When not being used by the library, its partner organizations, or governmental agencies, the
library has meeting rooms available for use by in-district groups. The meeting rooms listed in
this policy are separate from the study rooms meant for groups of 12 people or fewer.
The person booking the room must be a Fremont Public Library District cardholder.
The meeting rooms are not available for activities that are by their nature disruptive to the
library routine (e.g. loud rallies, ceremonies or social gatherings).
All rooms are handicapped accessible. Public restrooms and a vending area are nearby. Special
accommodations requested by a potential attendee under the Americans with Disabilities Act
will be provided by the sponsoring group/organization.
Attendance is limited according to posted occupancy limits which are available at the time of
reserving the room. These limits are set and enforced by the Mundelein Fire Department and
are based on the size of the room used and the furnishings. Capacity may be limited at the
discretion of the Library due to public health guidance, regulation, or other necessity.
Room set-up arrangements must be made at the time of reservation and are limited to those
listed in the reservation software.
Groups are responsible for their own publicity, and must make clear that the library is not
hosting the event. All advertisements must clearly state the following:

Fremont Public Library provides meeting room space as a

community service. The Library neither sponsors nor endorses this

event nor the presenting individual(s) or organization(s).
Available meeting rooms are listed on the library’s website. Accessories, furnishings and setups
offered may change at the discretion of the Library due to public health guidance, regulation, or
other necessity.

Reservations

1.

The person reserving the meeting room must be age 18 or older and have a valid Fremont Public
Library Card in good standing at the time of reservation. This is the “Contact Person” for the
room.

The Contact Person is responsible for use of the room and the actions of the group.

All reservations are subject to library approval.

Meeting Rooms may be scheduled up to 45 days in advance, with a minimum of one week (8
calendar days) advanced notice.

Meeting rooms may be reserved for up to three hours in a single day.

Use of the meeting rooms for any organization or group is limited to 12 times per year and one
use per month.

No group may transfer use of a room to another group.

There is no charge for using the meeting rooms.
A minimum of $50 will be charged to the Contact Person’s library account if the meeting room is
left needing repair, extensive cleaning or extra furniture rearrangement.
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Cancellation

1.

The library reserves the right to change or cancel meeting room reservations due to unusual
circumstances and will attempt to notify the Contact Person at least 48 hours before the
scheduled meeting. In case of emergency library closures the library will attempt to notify the
Contact Person. Emergency closings are listed on the library’s website and on
www.emergencyclosingcenter.com whenever possible.

The library requests that the Contact Person notify the library of a cancellation no less than 48
hours before the scheduled meeting.

Meeting Room Rules of Use

1.
2.

E
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14.
15.

All library policies apply to use of the meeting rooms.

No admission fees may be charged or collected by the organizations using the room. Fees may
only be charged to cover the costs of program materials or supplies that participants take home
with them.

Sales and/or exchange of goods are not permitted.

No smoking, vaping or use of alcohol or tobacco is allowed in the library.

No food is allowed in the meeting rooms except during library programs. Covered beverages
are allowed.

Library furniture may not be rearranged or borrowed from other parts of the library.
Emergency exits must be kept clear at all times.

Noise resulting from public use of meeting rooms must fall within levels that are acceptable
and consistent with normal library operations.

Use of materials that are hazardous or likely to require extensive cleanup are not permitted.
Storage of goods by organizations using the meeting room is not permitted.

Users may not set up a WiFi Hot Spot or connect more than 5 users to the WiFi in the meeting
room without requesting special permission, as these WiFi Hot Spots can interfere with patron
access of the library’s WiFi.

Meetings of groups of children or individuals needing care must have enough caregivers also
attending the program to ensure the safety and care of these children or individuals.

No group or individual shall use the library as its official address or contact location.

All meetings must end 15 minutes prior to the library’s closing time to allow all attendees to be
able to vacate the building by closing.

Meeting rooms should be left in a clean and undisturbed condition.

Any organization or group using the meeting room shall indemnify and hold harmless the
Fremont Public Library District for any and all accidents which may be sustained on the
premises, or for loss or damage to personal property while on the premises.

Failure to abide by these rules may result in fees assessed to the Contact Person’s library account and
cancellation or refusal of future reservations.


http://www.emergencyclosingcenter.com/

