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LIBRARY MEETING ROOM APPLICATION FORM

[bookmark: Text1]Date of Application:       		

[bookmark: Text2]Name of Organization/Individual (the “Renter”):      

Brief description of type and purpose of program to be scheduled: 
[bookmark: Text3]     


Please check the branch you wish to rent in:

[bookmark: Check1]Bridgeview |_|
[bookmark: Check2]Budimir  |_|
[bookmark: Check3]Fontainebleau |_|
[bookmark: Check4]John Muir |_|
[bookmark: Check5]Riverside |_|

[bookmark: Text4][bookmark: Text5]Date(s) required:      			Expected Attendance:       

[bookmark: Text6]Hours scheduled:      			(incl. set up, break down & clean up of meeting room)
 
[bookmark: Text7][bookmark: Text8]Hour program is to begin:      			Rental Fee:      

[bookmark: Text9]Name of individual filing application:      

[bookmark: Text10]Address:      

[bookmark: Text11]Phone:      

[bookmark: Text12]Email:      

No advertisements of an event may be posted in the Library 
without prior approval of the Library.

We have read and agree to abide by the terms, conditions and policies of the Windsor Public Library governing the use of the meeting room.

[bookmark: Text13]Signature:      
(Renter)

Staff Notes

[bookmark: Text14]Date Application Received:       
[bookmark: Text15]
Staff initials:      

[bookmark: Text16]Approved on behalf of the Windsor Public Library (D/M/Y):      


[image: ]

TERMS CONDITIONS AND POLICIES

The Windsor Public Library Board permits the use of its meeting facilities by educational, cultural, political or civic groups and to commercial organizations needing facilities for training or meetings for a predetermined fee.  Users will be charged either a regular or non-profit fee.

A non-profit organization is an association, club, or society that is operated exclusively for social welfare, civic improvement, pleasure, recreation, or any other purpose except profit. Groups may or may not be a registered charity with a charitable registration number.

Library meeting space may be used by political organizations or individuals, provided the meetings are for the public discussion of issues, political business meetings or multi-candidate forums. Library space may not be used for political campaign purposes, fundraising, or discussions that are closed to the public. Materials which promote particular religious or partisan political views are not acceptable at any branch of the Windsor Public Library.

Permission to use the premises does not constitute endorsement by the Windsor Public Library of the policies or activities of the renter. Renters shall not use the library's name in any advertising, promotional or marketing material except to indicate the location and time of the event. Renters must ensure that the phone number of the organization or of an individual is listed on promotional material as a source for further information about the event. The publicity advertising, marketing and promotion materials used by the renter for its event shall not explicitly nor by implication state that the event is either sponsored or endorsed by the Windsor Public Library.

Room capacity is for lecture style seating. Number of persons cannot exceed maximum capacity for the room rented. It is the renter’s responsibility to confirm the room capacity prior to the event and ensure compliance with the capacity limitation;

Bookings must be made at least 72 hours prior to the use of the facility, and payment in full is required at the time of booking. In the event of a cancellation by a commercial renter, 75% of the rental fee will be refunded only if the library receives notice 72 hours in advance;

Use of any equipment and kitchen facilities must be requested at the time of application for use of the meeting facilities. Kitchen use is restricted to the service of non-alcoholic beverages and light refreshments. No dishes or utensils are provided;

The use of alcoholic beverages in Windsor Public Library meeting rooms must be indicated at the time of booking and a permit to serve alcohol must be obtained by the renter, with a copy supplied to the Windsor Public Library when the room is booked. The original permit must be displayed at the time of the event. Failure to provide a permit will result in immediate cancellation of the reservation and loss of use. Security guards will be required, at the renter’s or non-profit group’s sole and entire expense, at all events where alcohol is served. Should drinks and/or food be served at the event, additional cleaning fees may apply. Private social events are not eligible for room rental at Windsor Public Library facilities.

Religious groups may use the library meeting rooms only for a public educational program. Religious services in Windsor Public Library buildings are not permitted.

To the extent permitted by law the Renter hereby indemnifies and holds harmless the Windsor Public Library, from and against all claims or demands with respect to bodily injury (including death), property damage, nuisance, or other loss or damage of any kind arising out of, or alleged to have arisen out of, or in any way connected with the Renter’s use or occupancy of the Windsor Public Library’s premises including, without limitation, the room hereby reserved, access, parking areas, sidewalks and common areas (hereafter the “Premises”), including those matters, claims or demands caused by or resulting from the negligent acts of the Windsor Public Library, its agents, servants or employees. If it becomes necessary for the Windsor Public Library to defend any claim or action against it, seeking to impose such liability, the Renter will pay all costs and the reasonable solicitor’s fees incurred by the Windsor Public Library in its defense of the proceeding or claim.

The Windsor Public Library shall not be liable to the Renter or to the Renter’s customers, employees, agents, guests, or invitees, or to any other person for any injury to person or damage to property on or about the Premises including, but not limited to, consequential damages caused by any act or omission of Renter, its employees, customers, subtenants, licensees, and concessionaires, or any other person entering the Premises by express or implied invitation of Renter, or (2) arising out of the use of the Premises by the Renter, its customers, employees, agents, guests, or invitees, or (3) arising out of any breach or default of Renter in the performance of its obligations hereunder, or (4) caused by any disrepair of the improvements made upon the Premises or any defect in such improvements including, but not limited to defects or disrepair involving fixtures, equipment, floor surfaces, pipes, wiring, broken glass, backed up drains, gas, water, steam, electricity, or oil leaks, or (5) arising out the failure of any or cessation of any service provided by the Windsor Public Library (including security service and devices), or (6) arising out the construction and installation of any alterations, physical additions, or improvements, in and to the Premises by the Windsor Public Library and the Windsor Public Library’s agents, contractors, and subcontractors and the Renter hereby agrees to indemnify and hold harmless the Windsor Public Library from any liability, loss, expense, or claim, including reasonable solicitors fees and costs, arising out of such damage or injury.

The Renter further agrees to be responsible for and to indemnify and hold the Windsor Public Library harmless from any and all damages or expenses of whatever kind arising out of or caused by any illegal activities performed in, at, or from the Premises.

The Windsor Public Library shall not be liable to the Renter for any loss or damage that may be occasioned by or through the negligence, acts or omissions of the Windsor Public Library, its officers, employees, agents or representatives, or of any third persons.

THE RENTER HEREBY ASSUMES FULL RESPONSIBILITY FOR AND RISK OF BODILY INJURY, DEATH OR PROPERTY DAMAGE due to the negligence of the Windsor Public Library and those for whom it is responsible at law, or otherwise while in or upon the Premises.

The Renter further expressly agrees that the foregoing release, waiver, and indemnity agreement is intended to be as broad and inclusive as is permitted by law of the Province of Ontario and that if any portion thereof is held invalid, it is agreed that the balance shall, notwithstanding, continue in full legal force and effect.  THE RENTER HAS READ AND VOLUNTARILY SIGNS THE RELEASE AND WAIVER OF LIABILITY AND INDEMNITY AGREEMENT, and further agrees that no oral representations, statements or inducements apart from the foregoing written agreement have been made. 

	FACILITIES RENTAL
	SEATING
	REGULAR FEE
	NON-PROFIT FEE

	Bridgeview Tutorial Room
	8
	$50
	$40

	Budimir Meeting Room
	80
	$170
	$110

	Fontainebleau Meeting Room
	8
	$50
	$40

	John Muir Multipurpose Room 
	12
	$60
	$45

	Riverside Lions Room
	80
	$170
	$110



	EQUIPMENT LIST
	FACILITY
	FEE

	Screen 
	Budimir & Riverside
	N/C

	Internet Connectivity
	All
	N/C
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