
Library Meeting Room Guidelines 2025 
 

1 

Bessemer Public Library 

Meeting Rooms Policy 

 

POLICY STATEMENT 

As part of the Bessemer Public Library's services, the Library provides meeting room facilities for individuals, 

organizations, and groups.  In keeping with the American Library Association's LIBRARY BILL OF RIGHTS, 

Article VI, the meeting facilities are available to the public "on an equitable basis, regardless of the beliefs or 

affiliations of individuals or groups requesting their use." Granting permission to use Library meeting room 

facilities does not constitute endorsement by the Library of the group or its beliefs. 

Meeting room facilities may be used for the following purposes: 

 Commercial - A meeting is considered to have a commercial purpose if any charges or fees are required 

in order to attend the meeting, goods or services are sold at or offered for sale at the meeting, or the 

meeting promotes a commercial enterprise. 

 Non- Commercial -  A meeting will be considered a non-commercial meeting if the parties who are 

renting or sponsoring the room do not financially profit from the use of the Library’s meeting room 

facilities. 

 Club or Group Meetings - Any meeting that occurs at the Library on a regular basis, meeting either 

weekly or monthly, can be classified as a group or club. 

 Social Event – A meeting is considered a social event if it is a small party, reception, or ceremony that 

will not be disruptive to library business. 

 

The Library must review each application before the booking is approved. Reservations must be made by an 

individual who is 21 years or older and must present a valid Driver's License or State issued I.D. The Library 

reserves the right to refuse a reservation to any group, organization or individual who has failed to comply with 

the rules and regulations for use of meeting room space established by the Bessemer Public Library Board of 

Trustees. Inquiries about Library meeting room facilities can be made by calling the Bessemer Public Library at 

(205) 428-7882 or emailing BessemerLibrary@gmail.com. 

 

Meeting Rooms & Costs 

The Bessemer Public Library has a one hundred (100) seat capacity Auditorium and a ten (10) seat capacity 

Meeting Room that may be used by community groups when Library activities are not occupying the room.  

 

Payment of a refundable deposit fee of $50 is required at the time a reservation is approved for the requested 

space. Upon contacting the library, if the space is available, we will tentatively reserve it for you for three (3) 

business days, however, no space is to be considered confirmed until the event has been approved and the fee is 

paid. If the fee is not paid within three business days, the space will become available for other patrons. All fees 

must be paid in-full ten (10) business days prior to event.  

 

Fees are charged to cover the costs of utilities, building maintenance, general wear and tear. Additional fees are 

charged if the group uses library audiovisual equipment.  
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Auditorium rental fee (Capacity 100)      $200 for up to 4 hours 

Auditorium rental fee with food/drink (Capacity 100)    $225 for up to 4 hours 

The Marvel City Room (Capacity 10)      $50   for up to 4 hours 

The Marvel City Room with food/drink (Capacity 10)   $75   for up to 4 hours 

Use of A/V Equipment (DVD player, projector, speaker and laptop)  $75     

Library is NOT responsible for technical difficulties 

 

Rates for use of the auditorium scheduled on Fridays and Saturdays after normal business hours are: $300 for 

auditorium for up to 4 hours + $30 per hour for Security provided by Bessemer Police Department. Renter 

must pay in advance the cost of Security in the form of a uniformed off duty City of Bessemer Police 

Department Officer. 

 

The following are exempt from meeting room rental fees: 

 

a) Library-sponsored meetings or programs  

b) Friends of the Library meetings or programs  

c) City Department meetings or programs  

d) Municipal meetings and functions  

e) Bessemer Board of Education meetings or programs  

f) State or Federal agency interviews with local residents  

g) Free reading instruction by volunteers of recognized literacy groups  

h) Free tax service by volunteers of a recognized organization  

i) Bessemer Public Library Foundation  

j) Any other purpose approved by the Director or Trustee Board 

 

Meeting Times: Meetings may only be conducted during the library's normal hours of operation and only on 

the days that the library is open, unless other arrangements are made with the Director. The rental rate for 

afterhours meetings or events are at an increased rate as indicated on the schedule to cover personnel, cleaning 

and security costs. One (1) hour will be allowed for a limited number of persons to setup prior to the designated 

start time for the event. Groups may not enter rooms early or remain later, than the designated times reserved by 

the group's contact person at the time of application. The meeting or event must be concluded to allow enough 

time for cleanup within your scheduled period. Failure to adhere to scheduled periods will forfeit the deposit fee. 

The following hours are available for meeting room usage: 

 

Bessemer Public Library Regular Schedule 

Days    Hours 

Monday   9 a.m. – 8 p.m. 

Tuesday   9 a.m. – 6 p.m. 

Wednesday   9 a.m. – 6 p.m. 

Thursday   9 a.m. – 8 p.m. 

Friday    9 a.m. – 6 p.m. 

Saturday   10 a.m. – 4 p.m. 

Sunday    Closed 
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The Library Director reserves the right to cancel any reservation with, or without prior notice.  

 

RESERVATIONS  

All requests for use of any room must be made through the Library by completing the registration form. Use of 

the meeting rooms are subject to the approval of the Library Director or appointed library personnel. If you 

need assistance filling out the application, a library staff member will assist you.  

 Reservations will be booked on a first-come, first-serve basis according to the date the Library receives 

the Application, up to twelve months in advance.  

 Up to six meetings per year may be scheduled in advance. 

 Each group must fill out an application form and provide name and address of a contact person for the 

group prior to using the room.  

 Recurring reservations will be accepted for up to six months and must then be renewed to remain in 

force.  

 Groups that wish to make application for a series of meetings should only fill out one application per 

year. Fees for each meeting must be paid at the time the application is approved. 

 Groups wishing to book a meeting room must submit a Meeting Room Application to the 

Administrative staff no later than ten (10) days prior to the date requested.  

 For groups wishing to book an afterhours event, Applications must be received no later than thirty (30) 

days prior to the event.  

 Groups or individuals under the age of twenty-one (21) must have an adult sponsor in attendance at all 

times during their meetings. 

 

Should there be a scheduling conflict, library sponsored events will have priority. The Library will attempt to 

inform any group using the meeting room as early as possible. The use of the meeting rooms must not interfere 

with the use of the Library by others.  

The Library should be notified immediately if any reserved room will not be used as scheduled.  Notice of 

cancellation must be provided to the Library Director or appointed library personnel, personally, either in 

writing or by telephone. Room rental fees and Reservation Deposits will be refunded or credited as follows: 

 Reservation Deposit and room rental fees that have been paid in advance will be refunded if cancellation 

notice is provided to the Library Director or appointed library personnel at least one week before the 

scheduled event. Otherwise, all reservation deposits and room rental fees will be forfeited. 

 If a refund is issued at the patron’s request, the credit card processing fees will be deducted from the 

original amount. 

 For meeting rooms reserved and paid for in advance, if the group will no longer meet at the Library, a 

refund of unused room rental fees will be issued as soon as the Library Director or appointed library 

personnel receives written notification of the cancellation. 

 If one-time events in the auditoriums or meeting rooms are canceled by the Library due to inclement 

weather, power outage, or any other circumstance outside the Library’s control, those events will be 

rescheduled for another date or a full refund will be provided. 

 If any regularly scheduled meeting is canceled by the Library due to inclement weather, power outage, 

or any other circumstance outside the Library’s control, the group will be given an opportunity to 

reschedule its meeting or a credit will be applied to its next year’s fees. 
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CARE AND USE OF FACILITIES 

General 

 Advance notice is required for use of and assistance with the Library audio visual equipment. Users are 

requested to meet beforehand with Library staff to be instructed in the safe use of the equipment. Users 

are requested to notify library staff if equipment is not functioning properly. 

 A designated staff member will unlock the meeting room door when a representative for the reservation 

has arrived. Meeting rooms will not be left unlocked. 

 By order of the City of Bessemer Fire Marshal, attendance at meetings is limited to the capacity of the 

room assigned. Seating and/or supplementary furniture is not allowed in corridors outside rooms. 

 Fire code prohibits any open flames, including incense or candles. 

 No animals are allowed in the Library facility except service animals as defined by the Americans with 

Disabilities Act (ADA) guidelines or animals designated for Bessemer Public Library events. 

 When a tornado warning is issued, the Library will follow evacuation procedures outlined in its 

emergency procedures manual. 

 Library staff will not accept calls or relay messages to people attending meetings except in emergencies. 

 The Library will give the name and phone number of the person and/or group who made the reservation 

to anyone inquiring about the meeting. 

 Children ages 6 and under must remain with a parent, guardian, or caregiver at all times. If the parent, 

guardian, or caregiver is attending a meeting, the child must be in the meeting room as well. The Library 

is not responsible for children left unattended in the Library while their parent, guardian, or caregiver is 

in a meeting at the Library. 

 Excessive noise or disruptions to the functions of the Library are not permitted. Music and noise must be 

kept to a reasonable level, and in accordance with the City's noise ordinance. After first giving warning, 

the Library reserves the right to terminate any activity which is deemed disruptive. 

 Library staff may enter the meeting room at any time during a scheduled meeting. 

 The name or address of the library is not to be used in handouts or advertising of any kind except 

as a source of location. No group may use the library as a mailing address. Groups may not use 

the library's phone number as a contact for program information.  

 

Food and Beverages  

 The Auditorium kitchenette available for events include: microwave, refrigerator, and sink. 

 No food preparation is allowed in the auditoriums and meeting rooms. However, covered dishes and 

catered meals are allowed. 

 The Library does not provide users with coffee, condiments, plates/cups, silverware, napkins, etc. 

 No food or beverages may be served in the lobby or corridors outside the conference room or 

auditoriums. 

 Sprinkles may not be used on food in any meeting room facility. 

 Beer and Wine are the only alcoholic beverages allowed to be served. The consumption of alcoholic 

beverages will not be allowed outside the meeting area.  

 

Any event serving alcohol will require a payment of a $300 cash or money order security deposit (Security 

Deposit) at the time of reservation. Said deposit(s) will be refunded if the meeting room facility is found to be in 

satisfactory condition following the event. If the facility is found to be in unsatisfactory condition, the deposit 
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will be forfeited in whole or in part. Unsatisfactory conditions include but are not limited to: stains, gum or 

burns on carpets, damaged walls or ceiling tiles, broken furniture, damaged and/or broken audio equipment and/ 

or appliances, etc.  

Seating and Furniture 

 Seating may NOT exceed room capacity.

 Additional furniture items used, whether owned by Library or renter(s), must be approved by the

Library Director before they are set up in any room.

 If a particular configuration of tables and chairs is required, users are responsible for setting up and

returning furniture to the proper locations within the room.

 Furniture and/or equipment from the public or staff areas of the Library may not be brought into any

rooms.

 Use of any appliance, equipment or extension cord not provided by the Library is prohibited unless

approved in advance.

 The Library does not provide porter services or storage space. The Library does not accept

responsibility for materials that are lost or damaged.

Signage and Decorations 

 Nothing may be attached or adhered to the walls, furniture, doors, or ceiling tiles.

 Tacks, nails, and screws are not allowed.

 Signs, posters, etc. may not be taped to walls or doors of any meeting room.

 Confetti and/or glitter may not be used in any meeting room facility.

Cleaning and Closing 

 Individuals, organizations, and groups using the Library are responsible for leaving the facility as they

found it with doors locked and lights turned out.

 All trash, including trash resulting from the serving of refreshments, must be placed in the receptacles

provided.

 Abuse of Library property, damage to property, and/or failure to abide by the policies will result in

charges for the repair or replacement of damaged property and/or the loss of permission to use the

meeting rooms.

The Library may cancel use of the meeting rooms to any group who fails to comply with these rules and 

regulations, and for any other non- discriminatory reason deemed in the best public interest or in the 

interest of the Library. 

Adopted , 2025 by the Library Board of Trustees. September 11


