
 
 

Appendix F 

REQUEST FOR USE OF LIBRARY MEETING ROOM 

 

POLICY: 

The Meeting Room can be used only by Township of Hanover residents or non-profits in or 

primarily serving Township of Hanover residents during normal Library hours.  The Meeting 

Room must be left in exactly the same condition it was found.  The meeting room may not be 

used for tutoring or as a substitute place of business location.  Only events sponsored by the 

Whippanong Library may be scheduled in the Meeting Room on a regular schedule.  The 

Meeting Room has a capacity of eight (8) people.  Wi-Fi is available. 

In this policy, the word “event” is used to include meetings, seminars, concerts and other 

entertainment, children’s and adult activity sessions, workshops, education and training sessions, 

collaborative group study, or any other public gathering of a civic, cultural, vocational or 

educational nature of benefit and value to Township of Hanover residents.  Access will be 

provided on equal terms, regardless of the beliefs or affiliations of the organization or individual 

requesting use of the meeting rooms. No commercial enterprises are permitted.  Fundraising 

events are permitted only if sponsored by the Library, Friends of the Library, or other 

organizations affiliated with the Library.  Whippanong Library and Township of Hanover 

municipal offices meetings or events have priority in using the meeting room. 

 

Permission to use the Library’s Meeting Room is no way implies Library sponsorship or 

endorsement of any group or its event. Any advertising or publicity for user’s event must include 

the phrase “not a Whippanong Library sponsored activity”.   

 

If the event includes children under the age of 18 years at least one parent at least 21 years of age 

must be in the Meeting Room at all times.   

 

The Applicant and invitees use the Library facilities and equipment at their own risk, including 

with respect to possible exposure or infection by contagious viruses (including but not limited to 

COVID-19) at the Library. Applicant assumes full responsibility for complying with applicable 

COVID-19 guidelines for its invitees and events at the Library. 

The Library assumes no liability for injury to a person or damage to property of the Applicant, 

Presenter, or attendees. The Applicant agrees to indemnity and save harmless the Township of 

Hanover, Whippanong Library, the Library Board of Trustees, employees and agents from any 

loss, damage, liability, cost and/or expense that may arise during or caused in any way by use of 

Library facilities and equipment by the User or its invitees. 

Damage to Library property or property on loan to the Library, beyond ordinary wear and tear, 

will be charged to the Applicant. 



 
 

- Applicant must be a Township of Hanover resident, must be present at the event(s) and is 

responsible for ensuring compliance with applicable policies and regulations 

- No commercial enterprises are permitted 

- All events must be open to the general public 

- No admission fee may be charged nor may merchandise be sold 

- Reservations will be made on a first come, first served basis and are assigned in order of 

receipt of the Library’s application form 

- Attendees are not required to be members of the sponsoring organization or group 

- The Meeting Room is open only if the Library is open. If the Library is closed due to 

inclement weather or another emergency condition, the Meeting Room will be closed. If the 

weather is questionable, the applicant should call the Library to verify that it will be open 

and inform its membership accordingly 

- The Library is not responsible for any property left in the Meeting Room 

- Persons attending events must wear shoes and shirts. Proper attire is required 

- The Meeting Room Agreement must be completed and signed by a Township of Hanover 

resident and applicant, 21 years of age or older 

- Permission to use a Library Meeting Room in no way implies Library sponsorship or 

endorsement of any group or its program. Any advertising or publicity for User’s program 

must include the phrase “not a Whippanong Library sponsored activity”. 

- Applicant must provide Certificate of Insurance  

- While the Library does not charge a fee for using its meeting room, donations are accepted  

 

Groups are responsible for: 

- setting up the room and putting back in order at end of event 

- providing all supplies needed for the scheduled event. The Library cannot care for or store 

material for groups using the meeting room 

- trash and recyclables must be bagged 

- use of the meeting room may not disrupt the use of the Library by others. Children in 

attendance must be under the Applicant’s supervision. Library staff will not be responsible 

for or available to supervise children while adults are attending events 

 

The following is prohibited: 

- nailing or taping to floors, walls or fixtures 

- marking or defacing the building or equipment in any manner 

- smoking or vaping 

- open flames or candles 

- alcoholic beverages or beverages of any kind or food 

 

 

 

 



 
 

I have read and agree to abide by the policies and regulation of the Library governing the 

use of the Library meeting room. I agree to indemnify and save harmless the Township of 

Hanover and the Whippanong Library, its Trustees, employees and agents from any loss, 

damage, liability, costs and/or expenses that may arise during my use of the Library 

facilities and equipment.  Groups or applicants failing to comply with any part of this 

policy will be denied further use of the meeting room. 

Signature:_____________________________________Date:____________________ 

 

AGREEMENT 

------ Please print legibly ------ 

 

Date of Request ______________________________ 

 

Applicant Name _______________________________ 

 

Home/Cell __________________________________     

 

Home Address ____________________________________________________________ 

 

Proof of Residency _________________________________________________________ 

Driver’s license, Utility bill, other (specify) 

 

Date to Use Meeting Room _____________________ 

 

Starting Time ___________ Ending Time (15 minutes before closing time) ________________ 

 

Presenter’s Name, organization, and contact info ______________________________________ 

______________________________________________________________________________ 

 

Event Title and Purpose ________________________________________________________ 

 

Proof of insurance must be provided.  Provided?  (Yes)___  (No) ___ 

 

Please attach a list of all participants with names, addresses, and phone numbers.  All 

participants must be Township of Hanover residents. 

-------------------------------------------------------------------------------------------------------------- 

 

Approved by (Director) ______________________________________________________ 

 

Date _______________________________________ 

 

Comments ________________________________________________________________ 


