Using a Library Meeting Room

1. Library activities take priority in scheduling the use of the rooms.

2. Requests can be made online by completing the form found at http://apps.madison-library.info/roombooking/web/reserve.cfm or by calling the library at 440-428-2189 or coming into the building.

3. Requests are generally responded to within two business days. If a request has been made and it has been more than three business days without a response, please contact the library.

4. Requests to use meeting rooms may be done annually. Requests for the current year will be taken at any time.

5. Requests for the following year may be submitted no earlier than the first Monday in November of the current year. Responses will be sent either confirming or denying the requests by the Monday after Thanksgiving of the current year.

6. Individuals and groups may use the rooms for private events and to present programs for the general public. If at the time of the room request the library is informed that the program is open to the general public, it may be included in the library's monthly trifold brochure of upcoming events, if space permits. Programs for the public must meet the following conditions:

1. Open to all

2. Nonprofit or non-commercial in nature (Items may not be sold without express permission in advance from the Library for instances that further the library’s mission, such as book sales.)

3. Does not disrupt the normal functions of the Library

4. No charge except for a minimal fee approved in advance by the Library Director to cover the costs of the program.

7. Each group may schedule up to five (5) meeting room uses in any month. To allow broad community use of the facilities, a group may have a maximum of twelve (12) meetings scheduled at any time.

8. If no meeting rooms are available a group is always welcome to gather around one or more tables by the magazines and large print books or in the Create Space.

9. A meeting room room must be reserved by an adult and an adult must be present when the room is in use. An adult making a room reservation assumes full responsibility for damages to the facility or equipment that occurs as a result of the group’s activities. 

10. The library reserves the right to refuse use of the meeting rooms or to cancel any reservation at any time. Use of meeting spaces is granted on a first come, first serve basis.

11. The library is not liable for injuries to people, damage to property or loss of property belonging to individuals or groups using the meeting room.

12. A group may not publicize the meeting in any way that implies sponsorship of the group’s activities by the library unless the activity is officially co-sponsored by the library.

13. For every meeting, a group representative must complete the attendance form on a clipboard at the circulation desk for either part of the MacKenzie room or at the Public Services desk for the small conference room or either of the study rooms.

14. Groups are welcome to bring food and beverages into any of the meeting rooms.

15. Groups may need to arrange their own tables and chairs, even if they have requested a specific set-up ahead of time. Staff may not be able to arrange the rooms for every group's preferred set-up. Additional tables and chairs are available to groups meeting in the MacKenzie Room and found in the closet in the back half of the room.

16. If a group thinks they may need help with technology in any of the spaces, they need to include that with their meeting room reservation. There may not always be someone in the building during a group's meeting that can help them with set-up or troubleshooting.

17. Groups are responsible for any clean up at a meeting. A fee may be charged if a group’s use of the meeting room results in the need for repair of equipment or furnishings or if excessive cleanup is required. Imposition of the fee is at the Library Director’s discretion.

18. Smoking and consumption of alcoholic beverages are prohibited.

19. The Library does not endorse the views expressed by any group or individual using its meeting rooms, but does support the right of individuals or groups to express their views as long as they abide by the policies governing behavior in the Library and use of the meeting rooms.

20. Use of the meeting room is free. Donations are welcome to help defray the costs of maintaining the meeting room facilities and equipment.

21. Meeting rooms (other than the MacKenzie room) must be vacated 5 minutes before library closing time unless the library has approved prior arrangements.

22. All after-hour meeting attendees must be out of the library by 11 PM on weeknights and 7 PM on Saturdays. The group representative is responsible for ensuring the entry doors are latched when the group departs. 

Meeting Rooms Available for Reservation:

Entire MacKenzie Room – This seat between 70-80 people in a lecture style chair only set-up. It seat approximately 50 in a lecture style tables and chairs set-up. Please let the library know ahead of time if you will need access to a computer for powerpoint or something on the internet as well as if you will need to project something on the wall. There is also DVD and Blu-Ray watching capabilities.

Front MacKenzie Room – This is half of the Entire MacKenzie room. Depending on the configuration of tables and chairs it can comfortably seat up to 35 people. Groups meeting in this half of the MacKenzie room have access to the kitchenette with a microwave and sink. To get additional tables and chairs they will need to open the divider between the two rooms and get them from the closet in the back half of the room. The library will provide a projector if told ahead of time, and the group will need to bring a laptop to connect to the projector. There is also a separate DVD player available, but again, the library needs to be informed ahead of time that it is needed. If there is a group meeting after hours in the Back MacKenzie Room, their exit from the library is through the divider separating the two halves of the room. The group will exit through the Front MacKenzie Room.

Back MacKenzie Room - This is half of the Entire MacKenzie room. Depending on the configuration of tables and chairs it can comfortably seat up to 25 people. Groups meeting in this half of the MacKenzie room have access to computer/television combination for showing presentations. Groups can get access to the computer and television from staff at the public services desk, halfway back in the library. Additional tables and chairs are located in the closet. While the library is open, a group meeting in the Back MacKenzie room will access their meeting through the door by the Gallery Wall and Create Space. If the group is finishing its meeting after the library is closed, their exit from the library is through the divider separating the two halves of the room. The group will exit through the Front MacKenzie Room. This is the same path someone would follow to use bathrooms after the library is closed.

Small Conference Room – This room is located to the right of the Ruth Johnson Storytime Room in the Blue area. This room comfortably holds 8 but can squeeze up to 12. There is a board and dry erase markers available there.

Small Study Room – There are two small study rooms that accommodate no more than two people each. 

At the library's discretion a group may be offered another meeting space like the Ruth Johnson Storytime Room, Quiet Room, Create Space, or Magazine area for their gather. However, it is only meetings help in the MacKenzie room that can finish meeting after the library is closed.

