Fletcher Memorial Library

Community Room, Activity Room, Historical Room & Kitchen Use Policy
Non-Profit Use Policy
Fletcher Memorial Library is pleased to make our Community, Historical, Activity Room and Kitchen available for use by non-profit 501 (c) 3 organizations within in our service area free of charge. Use is for the purpose of education, community outreach or support. (Ludlow, Plymouth, Mt. Holly, Cavendish)  
Based on availability, these facilities may be reserved while the library is open provided the meeting does not interfere with daily library operation, other patrons, or adversely affect the library atmosphere.  Our space is available for use after regular library hours as well.  Arrangements for reserving this space are to be made with library staff and approved by the library director.  This policy is to be read and signed in agreement by the organization wishing to use Fletcher Memorial Library’s community meeting space.   Thank you for your cooperation. FML does not offer our space to special interest political or religious organizations.  FML is 501 (c) 3 PF with complete governance by our Board of Trustees. We are not a Municipal Department.

Use of our space requires that FML library policies are followed

· While using our space, no admission or fee may be charged 
· Meeting Space is only offered in our Basement Level
· A designated member of the organization will be held accountable for the meeting & our space
· A designated member of the organization may request to be shown how to operate the lift prior to the meeting. (Used only to transport mobility challenged individuals)

· Room set-up and break down is the responsibility of the individual(s) using the space.

· The space is to be left as it was found – clean, neat and with trash removed.

· A key to the library will be made available if necessary.

· Using our space after regular library hours requires the use of the rear entrance. 

· During Library Hours, someone from the group using our space must check-in at the Main desk.

· For emergency use – there is a phone in the Kitchen.

· No alcohol is to be provided or consumed during any function in the library or on property*
Name of Organization:
      __________________________________________________

Contact/Person Responsible: __________________________________________________

Address:


      __________________________________________________





      __________________________________________________




                __________________________________________________

Date/Time Space Requested: __________________________________________________


Phone:


      ___________________________

By reading and signing this document I/we agree to the above Library Community Room, Historical Room, Activity Room and Kitchen policy.
Name: (please print)
_______________________________________________

Signature:

_______________________________________________
Date: __________

Library Director:
_______________________________________________
Date: __________

*With prior approval of the Library Board of Trustees and under the supervision of a licensed caterer, alcohol may be served during a specific function held at Fletcher Memorial Library.

Reviewed, Revised and Adopted: 2017
