
HUMAN SERVICES COMMITTEE

Agenda

Tuesday, November 5, 2013
2:00 pm

Madison Avenue Meeting Room
500 SW Madison

Discussion/Possible Action   I. Arts and Culture Organizations Introduction

Discussion/Possible Action   II. Council Policy Review and Recommendation:  92-4.05,
"Library Meeting Rooms Policy"
(Attachment)

Information  III. Other Business

Next Scheduled Meeting
Tuesday, November 19, 2013 at 2:00 pm
Madison Avenue Meeting Room, 500 SW Madison Ave

Agenda
None at this time.



TO: 
FROM: 
DATE: 

Issue: 

MEMORANDUM 

Human Services Committee 
Carolyn Rawles-Heiser, Library Director 
September 12, 2013 

Periodic review of CP 92-4.05, Library Meeting Room Policy. 

Background: 

This policy governs use of Library Meeting Rooms in the City of Corvallis-o\Vlled library 
building. The community-owned branch libraries have separate meeting room policies. 

Discussion: 

A staff and board committee reviewed the existing policy and recommended relatively minor 
clarifying changes. The committee recommended a small fee increase. The Library Board 
reviewed the suggested changes, made a few minor edits, and approved recommending the 
attached draft policy to City Council for approval. 

The Library's meeting rooms are not big fee generators, with approximate annual revenue of 
about $7,000. Meeting room fees were last increased in 2010. The fees are mostly designed to 
partially offset the cost of providing the rooms. As a public library, providing public access to 
meeting space at a low (or no) cost is important as part of our mission to serve the whole 
community. The vast majority of meetings (over 76%) at the Library are free uses by the Library 
(including co-sponsored programs), the City, the County, the Friends of the Library, and the 
Library Foundation. It is anticipated that raising the fees will increase meeting room revenue a 
maximum of about $1,000-1,400 annually, depending on availability of the rooms and whether 
groups wish to pay the increased fees. In addition, it is possible there may be a decline in 
meeting room revenue as a result of Parking District expansion, as groups wish1ng to host 
meetings longer than a couple of hours will not be able to provide parking for their attendees. 
The Library parking lot and parking garage are mostly 2 hour meters, with a few 4 hour meters, 
and meeting attendees share the lot and garage with library users. 

Recommended Action: 

Approve revised policy. 

Date 



CITY OF CORVALLIS

COUNCIL POLICY MANUAL

POLICY AREA 4 - LEISURE AND CULTURAL ACTIVITIES

CP 92-4.05 Library Meeting Room Policy

Adopted February 18, 1992
Revised April 7, 1997
Revised December 18, 2000
Revised October 2003
Revised November 20, 2006 
Revised December 7, 2009
Revised August 2, 2010

4.05.010 Purpose

To establish a policy governing use of Library meeting rooms.

4.05.020 Policy

The Corvallis-Benton County Public Library makes its meeting rooms
available, but neither approves nor disapproves of any viewpoint expressed
by the users of the meeting rooms. The Library does not endorse any goods
or services, makes no representation as to the accuracy of the information,
and assumes no liability for the quality or safety of any goods or services
which may be the subject of meetings. When the meeting rooms are not
being used by the Library, the Library Foundation, or the Friends of the
Library, then the Library will open the space to all persons or groups for
meetings for purposes consistent with the laws of the State of Oregon,
ordinances of the City of Corvallis, and the Library’s Code of Conduct. The
cooperation of all meeting room users in following this policy
contributes to resident well-being in the management of this shared
community resource. The following policy shall apply to all users at the
Corvallis Library except for the Library, the Library Foundation, and Friends
of the Library.
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Council Policy 92-4.05

4.05.021 Use of Facility

a. Rental reservations may be made no more than six months in
advance. Advance notice of twenty-four hours is required if event is
canceled. Fees must be paid prior to the event. Fees are as follows:

Large Room: $20/hour, $60 minimum
Smaller Rooms: $15/hour, $15minimum
Main Meeting Room: $25/hour, $75 minimum
Board Room & Conference Room A: $20/hour, $20 minimum

The Library may establish fees for the use of library equipment such as 
projectors.

Fees are charged to all users except the for official City of Corvallis and
Benton County events and meetings.

b. After reservation is made, groups will receive a confirmation with
information regarding use. Rooms may be rented four times each
January-June and July–December.

c. A checklist of procedures that must be followed will be provided
to each user, and the person making the reservation must ensure
compliance.

d. Use of the facility and equipment is self-service and Library staff
are not available to help with equipment or furniture set up or
take down. There are no guarantees of compatibility with Library
electronic equipment. Users are encouraged to test their
equipment with Library equipment before their meeting or event.
Users, not Library staff, are responsible for returning the Main
Meeting Room to an auditorium setting.

c.e. Facilities will not be made available for meetings where admission is
charged or money raised. The exchange of money for goods or
services is prohibited on the Library premises, except by the Library,
the Library Foundation, or the Friends of the Library. 

d.f. The Library will post a sign in all meeting rooms with a disclaimer
stating that the Library does not endorse any goods or services,
makes no representation as to the accuracy of the information, and
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Council Policy 92-4.05

assumes no liability for the quality or safety of any goods or services
which may be the subject of meetings.

e.g. Library meeting rooms are not designed for the cooking of meals. If
refreshments are to be served, the Library should be informed at the
time the reservation is made. No alcoholic beverages may be served.

f.h. The use of meeting rooms shall conform to all local, state or federal
laws. State law prohibits smoking in all facilities.

g.i. Users shall assume responsibility for cleaning up and for any damage
to Library property or the facility. No food or other items may be left in
the meeting rooms or kitchen. Trash or recyclables that do not fit into
the provided receptacles must be removed by the user. The Library
may will assess charges for damage or cleaning. The Library
assumes no responsibility for personal belongings.

h. Users are responsible for returning the large room to an auditorium
setting.

i.j. The Library expects organizations to be considerate of library patrons
and activities. The Library Director or her/his designee has the power
to terminate any meeting disruptive to Library operations.

j.k. Deviations from the above policies will jeopardize future access to the
facilities.

4.05.030 Review and Update

This Leisure and Cultural Activities Policy shall be reviewed triennially every
three years in October by the Library Director and updated as appropriate.
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