
Jefferson Public Library Community Room 
Rules and Rental Agreement 

General Information: 

1. Priority of Use: 

a. Library initiated and/or conducted activities that are open to the public, official city 

sponsored programs or businesses. 

b. Programs or activities of other public agencies. 

c. Programs or activities of other public groups, clubs, private individuals and corporations. 

2. Rental shall be assigned on a first come, first served basis, except for regularly scheduled 

meetings of the City or Library. 

3. Every person present must adhere to the Library’s Code of Conduct at all times 

4. Rooms must be left in their original condition, and parking and noise problems must be 

controlled by the group. 

5. Permission to use the facility does not in any way construe City endorsement of a given group’s 

policies or beliefs.  

6. Gambling in any form is not permitted. 

7. Smoking is not permitted within the building. 

8. Events with food or beverages require pre-approval by City administration. 

9. Applicants must be 21 years of age. 

Liability and Regulations: 

1. All persons and/or groups, to whom usage of the facility has been granted, agree, by using the 

facility, to hold the City of Jefferson and the Jefferson Public Library harmless from any and all 

liability for injury to persons or property as a result of their activities.  

2. Decorating or changes to the facility must be discusses at the time of application. The use of 

nails, staples, screws, etc. on tables, walls or ceilings or other equipment is not permitted. 

3. The applicant shall be responsible for any damage to City or Library equipment or property. If 

additional janitorial maintenance is required other than the normal cleaning process, the 

applicant may be charged accordingly, and agrees to pay the same by using the facility.  

4. The City of Jefferson and/or the Jefferson Public Library reserves the right to cancel any use of 

its facility upon two weeks advance notice; a full refund will be issues. Should a group decide not 

to meet, notice of cancellation must be made at least one week in advance to receive a full 

refund. No refunds will be issues or cancellations made with less than a one week notice.  

5. Cancellation of facility privileges by the City or Library may be made for reasons including, but 

not limited to the following: 

a. Failure of group to observe rules and regulations. 

b. Failure of group to leave the room and furniture in original condition, neat, clean and 

undamaged. 

c. Disorderly conduct or disturbances. 

d. False representation of the group and its planned activities.  

User Responsibilities: 

1. Put tables/ chairs as you found them; 

2. Wipe down table/ counter tops; 



3. Vacuum or sweep floors if necessary; 

4. Do not adjust the pre-set thermostat; 

5. Place all trash in proper receptacle after cleanup; 

6. Turn off all lights; (one over-head light remains on at all times) 

7. Close any interior doors to/from foyer or hallway at the end of your event; 

8. When keypad green “ready” light is activated, set alarm using guest code provided to you and 

promptly exit the building. 

9. Exterior doors lock automatically behind you! )Be sure you are ready to leave when you exit; you 

will not be able to re-enter, as doors are locked at all times)  

Rental Fees: 

1. The following fees and deposits shall be submitted prior to reservation confirmation: 

a. A cleaning deposit of $100 paid in advance. If the building is left clean & as it was found, 

the City will return this fee within 30 days. 

b. A flat $50 rental fee paid in advance for the use of the building. This is non-refundable.  

c. Fees may be waived for local non-profit organizations at the discretion of City 

administration.  

_____________________________________________________________________________________ 

FACILITY USE APPLICATION 

Name of applicant _______________________________________ Date __________________________ 

Address ______________________________________________________________________________ 

Home Ph. # ____________________________________ Other Ph. # _____________________________ 

Date you want facility ____________________________ Hours requested ________________________ 

Expected # of attendance ___________________ 

Describe the nature of activity (Reception, meeting, etc.) ______________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

Person(s) responsible for this activity: 

Name __________________________  Name __________________________ 

Address ________________________  Address ________________________ 

Phone __________________________  Phone __________________________ 

 

BY SIGNING THIS FACILITY USE APPLICATION, THE APPLICANT AGREES TO FOLLOW THE FOREGOING 

RULES AND RENTAL POLICY. 

_____________________________________________________________________________________ 

(Signature of applicant)         (Date) 

 

 

 

 

FOR CITY USE ONLY 

Deposit $ _____________ Condition of building after use _________________________________ 

Staff Notes:       Staff Signature: 

 


