
 

Meeting Space Use Policy:  

Activity Room, Maker Space, and Conference Room  
 
In keeping with the American Library Association’s Library Bill of Rights, the Brimfield Public 
Library District makes its meeting spaces available for gatherings conducted by individuals and 
groups for cultural, educational, civic, and social purposes.  
 
Library meeting spaces will be made available to the public on equal terms regardless of the 
beliefs or affiliations of the individuals, groups, or organizations requesting their use. Use of 
meeting spaces does not constitute sponsorship or endorsement of the users or their beliefs by 
the Brimfield Public Library District or its Board of Trustees.  
 
Use of the Library’s meeting spaces is subject to availability and compliance with the terms of 
this and all other Library policies: 
 

Priority for Use  

• Meetings, programs, or events sponsored by the Library 

• Meetings or events sponsored by not-for profit, governmental, educational, cultural, or 
civic organizations  

• Meetings or events sponsored by private individuals or for-profit organizations 
 

General Rules and Guidelines  

The following rules apply to all Library meeting spaces: 

Room Use 

• Groups may not exceed the maximum occupancy listed (see Meeting Space section). 

• No taping, sticking, or otherwise attaching anything to any permanent surface, including 
walls, trim, doors, or window coverings. 

• No open flames, hazardous materials, or inflatables (e.g. bouncy houses). (An exception 
is made for traditional birthday candles and decorative balloons.) 

• The individual or group using a Library space is responsible for all cleanup after their 
event. Cleanup includes, but is not limited to, tables and floors free of food and debris, 
garbage taken to the dumpster, and furnishings returned to their original places. 

• All setup and cleanup must be completed during the reservation period.  
 

Conduct 

• Meeting spaces may not be used in any way that interferes with the operation of the 
Library or threatens the safety of staff, patrons, guests, or property (see Acceptable 
Library Use Policy). 

• Children aged 8 and under must remain under direct adult supervision at all times (see 
Unattended Children and Vulnerable Adult Policy). 



 
 

• No smoking, vaping, tobacco products, marijuana, or alcoholic beverages are permitted 
on Library property. 

• No gambling or other illegal activities. 

• Users must comply with the Illinois Human Rights Act and may not discriminate based 
on any protected category. 

• Users must comply with all applicable Federal, State, and local laws, including Americans 
with Disabilities Act (ADA) regulations. 

 

Events and Publicity 

• No admission fees may be charged. Attendees may be charged for the actual cost of 
materials (e.g. workbooks, supplies). 

• Sales, solicitation, and fundraising are prohibited unless approved by the Director or as 
part of a Library-sponsored event. 

• Any advance publicity must not imply Library endorsement. The Library’s phone number 
may not be listed as a contact number for the event. 

o Promotion implying Library endorsement will result in immediate cancellation of 
the reservation and prohibition of future use. 

• Events for which the reservation fee is waived must be open to Library staff, the public, 
and the press.  

• Free use of the Library’s spaces implies consent of all attendees to be photographed or 
filmed for Library promotional purposes. 

 

Liability 

• The Library assumes no responsibility for private possessions brought into or left in a 
meeting space. Unclaimed possessions may be disposed of at the Library’s discretion.  

• The Responsible Party shall be held financially responsible for willful or accidental 
damage to the Library building, grounds, collections, equipment, furnishings, or other 
property caused by event attendees.  

• All individuals, groups, or organizations shall indemnify, defend, and hold harmless the 
Brimfield Public Library District, its officers, agents, and employees from and against all 
claims, suits, or actions of any kind, arising and resulting from any negligent acts, 
omission or error of the organization or group in or relating to personal injuries or 
property damage arising from the group’s use of the Library’s facilities. 
 

Reservation Guidelines  

• Library staff are authorized to determine the availability of meeting spaces.  

• Meeting spaces are available to the public on a first-come, first-served basis. 

• An individual or group may have no more than two upcoming reservations within any 
calendar month at one time. 

• If payment is not received within 6 business days of a reservation request, the date may 
be released to another party. A tentative reservation will be canceled if payment is not 
received before closing time on the last Library business day before the event. 



 
 

• To reserve a space the Responsible Party must: 
o Meet eligibility criteria for use of the specific space (see Meeting Space section). 
o Be in good standing with the Library (unblocked account; no current suspension 

of privileges – see Policy on Enforcement of Library Use Rules). 
o Read and acknowledge the Meeting Rooms Use Policy. 
o Complete a Reservation Form and pay all associated fees in person. 

• Audiovisual equipment, backdrops, or other Library equipment must be requested at 
the time of reservation. 

• The person who signs the Reservation Form is the Responsible Party and is liable for all 
policy violations and damage, as well as associated penalties and costs. 

 

Key Pickup and Return  

• When applicable, a room key must be picked up during regular Library hours by the 
Responsible Party or their designee. 

o The Library is not responsible for reminding users to pick up a key. 
o Failure to pick up a key during Library hours may result in a non-refundable 

cancellation of the reservation. 

• At the conclusion of an event the key should be left: 
o Activity Room - on the kitchen serving window counter 
o Maker Space - on the Maker Space counter 

• Failure to return the key to Library staff within one week of the event will result in a $25 
fee charged to the Responsible Party’s library card. 

• Failure to return the key within one month may result in charges for re-keying the locks. 
 

After Hours Staff Assistance  

• After-hours staff assistance is not guaranteed and will only be provided if a staff 
member is available. 

• For after-hours needs, email info@brimfieldlibrary.org, send a message through the 
Brimfield Public Library District’s Facebook messenger, or call 309-446-9575 x4. Staff are 
not required to monitor messages during off-hours; responses may be delayed.  

• If after-hours assistance is arranged, a $100 fee will be levied.   
 

Cancellation  and Refund  Guidelines  

• The Library may cancel reservations without prior notice due to building emergencies, 
weather, or similar situations.  In the event of such a cancellation, the Library will make 
a good faith effort to notify the Responsible Party as soon as possible. All applicable fees 
will be refunded. 

• Reservations canceled at least two (2) business days before the scheduled date are 
eligible for a refund of applicable fees.  

• Reservations canceled less than two (2) business days before the scheduled date are not 
eligible for a refund of the Reservation Fee unless authorized by the Library Director. An 
Incidentals Deposit will be refunded.  

mailto:info@brimfieldlibrary.org


 
 

• Library staff will inspect meeting spaces following each use. All refunds will be forfeit 
and additional fees may be levied if: 

o After-hours staff support is provided 
o Extraordinary cleaning, repairs, maintenance, or replacement of equipment or 

furnishings is required 
o Policy violations are discovered 

If no infractions are discovered, the Incidentals Deposit will be refunded. 

• Refunds will be issued by check following the next regularly scheduled Board of Trustees 
meeting.   

 

Policy Violations  and Appeals  

• Failure to comply with Library policies may result in the immediate termination of a 
gathering, fees, and/or the prohibition of future use of Library meeting spaces.  

• Appeals regarding a decision must be filed in writing with the Library Director within 10 
days after notice of a decision is delivered to the Responsible Party. The Director will 
provide a written response within 30 days. The Director’s decision is final. 

 

Meeting Spaces  

Activity Room  

Maximum Capacity:  

• 200 people 

Availability: 

• During and outside of library hours, by reservation 

Responsible Party Eligibility:  

• Brimfield Public Library District card holder (Temporary and Educator cards not 
eligible) 

• 18 years or older 

Fees: 

• $100 Reservation Fee 

• $100 Incidentals Deposit, refundable following inspection 

Food: 

• Prepared food and non-alcoholic beverages are permitted. 

• Activity Room kitchen for cold storage and warming only; no meal preparation  

Key: 

• Pick up during regular Library hours 

• Leave on kitchen serving window counter 

Reservation Required 

 



 
 

Maker Space   

Maximum Capacity:  

• 30 people 

Availability: 

• During and outside of library hours, by reservation 

Responsible Party Eligibility:  

• After hours: Brimfield Public Library District card holder (Temporary and Educator 
card not eligible), 18 years or older 

• During Library hours: Any member of the public, 13 years or older 

Fees: 

• None 

Food: 

• Prepared food and non-alcoholic beverages are permitted. 

Key: 

• Pick up during regular Library hours 

• Leave on Maker Space counter 

Reservation Required 

 

Conference Room  

Maximum Capacity:  

• 10 people 

Availability: 

• During library hours only 

Responsible Party Eligibility:  

• Any member of the public 

Fees: 

• None 

Food: 

• Prepared food and non-alcoholic beverages are permitted. 

Reservations encouraged, walk-ins allowed 
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