City of Covina

Parks & Recreation Department 

Library Services Division
Community Room Application Procedures & Usage Policies
The Covina Public Library offers the use of its Community Room for group meetings of a civil, cultural, or educational nature. The maximum capacity of the room is 120 people (assembly style) or 55 (if using tables and chairs). The following document outlines the policies and procedures for renting our community room. We hope all the information you need is contained on the following pages. However, if you have any questions, please call (626) 384-5297.
Application Process

1. An application must be filled out and approved by the Parks & Recreation Director no later than one month prior to the first meeting. 
-
Groups will be notified of the approval within seven business days of receipt of their application.

2. Scheduling is done on a first-come, first-served basis, with Library and City activities taking priority. If more than one meeting date is requested, each date must be listed on the application. 

3. On occasion, Library and City activities may preempt the use of the room. 
· Any group affected by such preemption shall be notified as soon as possible of the cancellation. 
· This notification will be no less than (2) business days prior to the scheduled meeting day. 
4. The Library does have a TV/VCR that may be used at a charge of $5.00 per use. 
-
Arrangements must be made in advance if you intend to use the equipment.

Hours & Availability
1. The room is available during the Library’s normal business hours as follows:
Tuesday-Wednesday     12pm-8pm

Thursday –Friday
  11am-6pm

Saturday

  10am-5pm

2. All meetings must end and the room cleaned up prior to the library closing. No group is allowed to stay in the buildings after hours, nor are groups allowed to meet on days we are closed.
Fees

1. Payment is due prior to the usage of the room. It may be paid anytime on or before the scheduled date but the room will be not opened until it payment has been received.
2. Fees are as follows:

Non-Profit*: $15 for 4 hours  
For-Profit: $25 per hour
*To establish non-profit status, groups must supply a copy of their 501 (c)(3) status in order to received the discounted rate.
3. Fees made by paid by either cash or check. No credit cards are accepted.

-Checks must either be in the group’s name or an individual representative may supply a check in their name. If an individual is supplying the check in their own name, they must present ID at the time of payment.

​
Cancellation and Refunds
1. If you must cancel your reservation, it must be done a minimum of (2) business days prior to the scheduled meeting.

2. If the cancellation is not made at least 2 days prior or the group does not appear to keep their reservation, the group will still be held liable for the rental fee as though the meeting had occurred.

3. If payment was made in advance and the cancellation was done in the allotted time, the group may either request that a refund be made or they can choose to apply that payment to a future meeting date.
Guidelines for Usage

1. All meetings must be open to the public. 
· Absolutely no money is to be collected nor is anyone to be charged to come to your meeting. 
· No private parties may use this facility.

2. All tables and chairs must be put away according to the attached diagram. 

· White desks are not for renters use and cannot be moved from their locations.  

· Only the folding tables in the closet may be used.

3. No signs or other objects are to be pasted, taped, hung from, or otherwise attached to the walls.

4. The piano is not to be moved under any circumstances.

5. Absolutely no smoking or alcoholic beverages are allowed on the premises. 

6. The room is available only during the hours the library is open. 
-
All meetings must end and the room completely cleaned prior to the time the library closes.

7. Groups are responsible for their own set-up and clean-up. 
-
Make sure that the rental times chosen includes enough time for set-up and clean-up. 

8. All trash is to be thrown out either in the trashcan in the room or in the dumpster outside. 
· Nothing is to be put down the sink as there is no disposal. 
· Pick-up all debris from the floor and wipe down tables and chairs  
· Wipe down sink area if used
· Nothing is to be stored in the cabinets or drawers.

9. Groups are expected to take reasonable care of all library property, including use of the facility and equipment used. 
· Users are liable for any damage done to library property due to carelessness or abuse.

10.  Let staff know when you are leaving so the room can be inspected and locked up.
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