Study Room Policy & Procedures
Study Room Use

Study rooms are intended for individuals seeking a quiet environment for study and for small
groups needing a private space to work or meet. Study rooms may be reserved on a first-come,
first-served basis and users must check in at the service desk upon arrival.

Study rooms may also be used by walk-in patrons when no reservations exist. Because study
rooms are not secure from the rest of the facility, use is restricted to regular Library operating
hours. All study rooms must be vacated 10 minutes prior to Library closing.

Study rooms will be opened by staff as patrons check-in.

Making a Reservation

« Individuals and groups may have up to three (3) active reservations at one time.

o Reservations may be made up to three (3) months in advance.

« Reservations are approved on a first-come, first-served basis.

o Reservations may be made by patrons aged 14 or older.

e At least one individual aged 14 or older must be present while the room is in use.

o Study rooms may be reserved for up to four (4) hours per day unless specific permission
has been granted.

e Rooms not occupied within 30 minutes of the reserved time will be considered canceled
and made available to others.

o Repeated late arrivals, cancellations, or no-shows may result in suspension of study room
privileges.

o The Library reserves the right to cancel reservations due to unforeseen circumstances.

e Study rooms are available only during regular Library business hours and must be
vacated 10 minutes prior to closing.

« Patrons are responsible for safeguarding their personal information and clearing the
computer history/cache after use.

e The person making the reservation is financially responsible for any loss or damage to
Library property and may be charged for repairs or excessive cleaning costs.



Conditions of Use

o Users are responsible for cleaning up after themselves and resetting the room to its
original setting after use.

e The Library does not provide storage space and cannot hold items for users. Personal
belongings should not be left unattended.

« Individuals or designated group members are responsible for checking in with Library
staff before and after using the room.

e Only covered beverages are permitted in study rooms. Food of any kind is not allowed.

o Use of the study rooms must not interfere with normal Library operations, staff duties, or
the use of the Library by other patrons.

Disclaimer

e Groups or individuals using study rooms may not use the Library logo, branding, or name
in any advertising or publicity that implies Library sponsorship or endorsement without
prior written permission from the Library Director or designee.

e Use of a study room does not constitute Library endorsement of any group, organization,
or viewpoint.

e The Library reserves the right to monitor use of study rooms to ensure compliance with
Library policies and regulations.

o Library staff shall have access to study rooms at all times as needed for operational or
safety purposes.
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