
 
 

Study and Conference Room Policy 
 

I. Introduction and Purpose 

● The Hiawatha Public Library supports and endorses the American Library 

Association’s Library Bill of Rights, which states: 

“A person’s right to use a library should not be denied or abridged because of 

origin, age, background, or views.” 

“Libraries which make exhibit spaces and meeting rooms available to the public 

they serve should make such facilities available on an equitable basis, regardless 

of the beliefs or affiliations of individuals or groups requesting their use.” 

● The fact that an organization is permitted to meet at the library does not 

constitute an endorsement of the organization’s beliefs by the library, staff, or 

Board of Trustees. 

 

II. Scheduling 

1. Patrons wishing to use a Study or Conference room must reserve a time slot in 

the room, either online or by checking availability at the front desk. 

2. Study and Conference room reservations for individuals or groups are limited 

to 1 reservation at a time for up to 4 hours. If at the end of a 4 hour booking the 

room is not reserved by anyone else, staff may allow the user to stay in the 

room past 4 hours. 

3. Study and Conference rooms will not be scheduled more than 1 week in advance. 

4. If there are no reservations on the schedule for Study and Conference rooms at 

any given time, they may be used on a first-come, first-serve basis with staff 

approval. 

 

 



III. Room Use Guidelines 

1. Study and Conference room users are responsible for all room arrangement, 

setup, and cleanup. Cleaning supplies will be made available to users upon 

request. 

2. No decorations or other materials may be attached or affixed to the walls, 

windows, doors, or other surfaces.  

3. Refreshments may be served, but the rooms are to be left in the condition they 

were found. Users must bring their own utensils and supplies. Groups must remove 

leftover food, containers, beverages, and all other personal or group-owned items. 

4. Any group that loses or damages library property will be liable for costs incurred in 

connection with said damage/loss and may lose the privilege of using meeting 

rooms in the future until said costs are paid. 

 

IV. Safety 

1. No smoking, candles, matches, or any other use of fire shall be permitted in the 

meeting rooms. 

2. The Library prohibits the use of tobacco and the illicit use of controlled substances in 
all meeting rooms and on all library property. Alcoholic beverages also prohibited, 
except in the cases outlined in the library’s Alcohol Use Policy. 

3. Users shall not permit persons to exceed room occupancy requirements. 

4. The Library Board of Trustees or the City of Hiawatha are not responsible for 

accidents, injury, or loss of individual property incurred by groups or individuals 

while using the Study or Conference room. 

5. Users shall observe all rules for conduct and policies applicable to library patrons. 
Users found to be in violation of this policy, the library’s Behavior Policy, or any other 
library policy during their use of the Community Room may be barred from future 
Study and Conference room use. 
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