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When a meeting room is not in use by the Library or a Hopkins County department, the meeting rooms 
are available on a first-come-first-served basis to groups and organizations as specified in this 
document. These uses are scheduled on the basis of a signed policy and completed application 
accompanied by payment for required fees as applicable. 
Purpose: 
To provide regulations for the use of library meeting space to ensure equitable access to library 
facilities by community and governmental organizations. 
Usage: 
The use of library meeting space is open for any lawful activity to groups or organizations. Permission 
to use library meeting space does not constitute an endorsement by the library of that group’s 
activities or beliefs.  All meetings must be open to the public, including media.   
Reservations: 

• Reservations will be taken on a first-come-first-served basis and should be made at least (7) 
days ahead of the meeting in order to ensure time for confirmation. 

• Reservations cannot be made more than (12) months in advance. 

• All requests for meetings are subject to approval by the library administrative staff. 

• All requests for repeated use (i.e. every Monday at noon) must be approved by library 
administrative staff.  

• Any group deliberately misrepresenting or not stating the specific use of the room will forfeit 
their privilege to use the facility indefinitely. 

• Confirmation from the library is required for use of library meeting rooms. Reservation requests 
can be made in person, online from the library’s web page www.publiclibrary.org, or by calling 
(270) 797-8990. 

• Rooms must be reserved by individuals over the age of 18. If the room is to be used by 
individuals under the age of 18, the group must be supervised by an adult who remains in the 
room during its use by the group. 

• Animals, insects and other living organisms may not be brought into the library. Trained Service 

animals are allowed. 

Fees: 
Room deposit will be due at time of application submission or no later than (3) days before the event, 
or the meeting will not be confirmed.  Rental fee is due no later than date of key pick-up.  If you have a 
late booking, payment will be due at the time of booking. 
Room Reservation Fees: 

• Businesses, for-profit groups, individuals, or any group that charges participants a registration 
fee or is engaged in a social or fundraising event will be charged a non-refundable fee based on 
amount time the room is used. Meetings which are primarily of a social nature will be charged 
the appropriate for-profit rate. 

• Non-profit or not-for-profit groups will not be charged room rental rates. Please check with 

Library administrative staff to see if your group type applies. 



Additional Fees: 

• Additional fees will be charged for any damage to, or cleaning of, the facilities and/or 
equipment. 

• Keys not returned the next business day following event will result in $5.00 per day charge.  In 
the event of a lost key, a charge of $75.00 will be applied for lock/key replacement.) 

• Failure to leave rooms clean and in the proper set-up will result in forfeit of deposit and 

possible loss of future use. (See General Information) 

 
Meeting Room & Equipment Rates 
$50.00 deposit required for all rentals. 
Rental Rates:    5 hours +; $50.00        3-5 hours; $35.00        1-3 hours; $25.00 
Room is only available for the duration of the booking.  Make sure to reserve enough time for setup 
and clean up.  Please review our Meeting Room Packet and/or Online Registration Software for 
additional information on meeting rooms and equipment types available by location.  Deposit 
refunded upon passing room inspection and key return. 
 
General Information 

• Library staff members will not assist in the set-up or arrangement of rooms. If a group 
reconfigures the chairs and tables, the furniture must be moved back to the original setup prior 
to the end of their booking time. No furniture may be moved into or out of meeting rooms. 
(See Room Configuration Chart in room and/or see Library Staff.) 

• All advertisement for activities held in a library meeting room must clearly identify the sponsor 
by name and phone number and may use the name Dawson Springs Branch Library only to 
identify the meeting location. 

• Signs, banners, flyers, etc. may not be affixed to library property (no tape, tacks, nails, staples, 
etc.), unless approved by Library Staff.   

• The use of hazardous materials, including materials that give off fumes or are highly flammable, 
is prohibited. 

• Open flames are prohibited in library meeting rooms and on Library property. 

• Lock exterior doors upon completion of event.  Return key to Library Staff on the first business 
day following usage. 

• Clean up and trash removal is the responsibility of the organization, group, or Renter using the 
room.  Trash is to be taken offsite and not disposed of in the Library toter.  The Library will 
provide basic supplies (3 trash bags, window cleaner, dish detergent, 1 roll paper towels).  Any 
remnant supplies must be left in the meeting room after use.  For access to other cleaning 
equipment (vacuum, mop, broom, etc.) please make arrangements with Library Staff prior to 
meeting room use. 

• Renter shall be financially responsible for any injury to persons and damage, theft or loss of 
property (either personal or library owned) resulting while using library facilities.  The Library 
cannot assume responsibility for private property used on library premises.  Private property is 
used at the owner’s risk. 

• The Renter is liable for any damages caused by their group to the Library facility or Library 
equipment, and will be billed accordingly.  Future use of the meeting room will be denied until 
payment is received.    



Equipment Use: 

• All equipment must be returned to Library staff promptly at the end of the meeting. Do not 
leave the equipment in the room after your meeting has ended, excluding after hours meetings. 

• Library staff are not allowed to set up personal or rental equipment (i.e. laptop, projectors, etc.) 

for your group. 

Refreshments 

• Light refreshments may be served in all meeting rooms, except for the Computer Labs. 

• Food cannot be eaten and/or served in the lobby or library areas. It must remain in the 
reserved room. 

• No alcoholic beverages are permitted. 

• If you are using caterers, please make arrangements for food delivery at a time when a member 
of your meeting will be able to meet and direct them regarding the set-up of items. 

Guests 

• The minimum and maximum number of attendees must be adhered to by room. 

• Guests and their behavior are the responsibility of the lessee. 

• The individual or organization reserving the room will be responsible for any damage to library 
property. 

• Use of the meeting rooms must not interfere with the use of the library by others. Please be 
mindful of other groups and/or library patrons during breaks and when exiting the meeting 
room. 

• Persons attending meetings are subject to all library policies and regulations. 

• Attendees are not allowed to leave children unsupervised. 

• Smoking of tobacco products and/or electronic cigarettes is prohibited in all Hopkins County 
facilities and within 20 feet of a public entrance to County Facilities. 

Cancellations/Changes 

• If your scheduled meeting times and/or dates change/cancel, please call the Library Staff at 
(270) 797-8990 as soon as possible. Non-cancelled bookings will be charged. 

• The library reserves the right to cancel meetings due to unforeseen circumstances or 
emergencies. All efforts to reschedule canceled meetings will be made. 

  



CODE OF CONDUCT 

All persons have free access to the Library during the hours it is open and the right to reasonable use of 
its facilities and services. The Library, however, expects reasonable behavior from its users. Anti-social 
or problem behavior may infringe upon the rights of others in the use of the Library. It is the policy of 
the Library to maintain a safe facility, free from any threat of physical violence, emotional abuse, or 
any form of intimidation. Respect for other Library users and staff shall prevail always. 

To ensure safety, comfort, and access to Library resources and facilities for all, the Hopkins County – 
Madisonville Public Library Board of Trustees have adopted this Code of Conduct. Any behavior or 
activity that interferes with legitimate library business will be prohibited. Persons who fail to observe 
the following guidelines may be asked to leave the library and library grounds, banned from library use 
and/or be subject to arrest under trespass laws of the Kentucky Revised Statutes, Chapter 381, Section 
231 and Chapter 511, Sections 060,070, or 080. 

The following are examples of unacceptable behavior: 

• Loud talking, inappropriate cell phone use, disruptive, abusive, or threatening language or 
behavior. 

• Consumption of food or beverages in the public areas of the Library (with the exception of 
library-sponsored or approved events) 

• Smoking, use of tobacco, vaporizers (e.g., electronic cigarettes), or consumption of illegal 
substances. 

• Consuming alcoholic beverages and/or being under the influence of drugs or alcohol. 

• Use of Library computers which violates the Library Computer and Internet policies and 
procedures. 

• Sleeping, bathing, or washing clothing. 

• Leaving personal belongings (e.g., backpacks, coats, purses, etc.) unattended. 

• Offensive body odor due to neglected hygiene or other strong scents that may be offensive or 
disruptive for others. 

• Use of Library facilities or equipment for other than library purposes, including solicitation 
and/or distribution of materials, without prior written authorization. 

• Running or use of bicycles, skates, skateboards or rollerblades on Library premises. 

• Rearrangement of Library equipment or furniture (other than by library staff). 

• Bringing pets, other than certified service animals, into the building. 

• Use of Library by customers not fully clothed, including shirts and shoes. 

• Damaging Library property. 

• Panhandling, soliciting, gambling, or loitering on Library premises. 

Additionally, the Library maintains the right to inspect all packages of visitors entering or leaving the 
Library. The Library has the right to restrict visitors from entering the Library with large bundles, carts, 
bicycles, or similar items. Anyone unable to care for, or be responsible for, him or herself must be 
supervised by a responsible caregiver. 

None of these rules are intended to be all-inclusive of every behavior that will be regulated on Library 
property. The Hopkins County – Madisonville Public Library reserves the right to prohibit any behavior 
or actions which we feel may be inappropriate or disruptive. 

 


