
 
 

MEETING FACILITIES POLICY 

 
The Mary E. Bartlett Memorial Library (hereinafter referred to as the MEB Library) has three meeting 
spaces available for public use. These include the Marilyn Morehead Meeting Room on the main floor 
of the library (12-person capacity, the Gilbert Gathering Room (larger capacity; number dependent on 
use), and the Linda A. Johnston Memorial Amphitheater (an outdoor space with various seating 
options). Meeting facilities are intended for library programming and for public gatherings of a civic, 
cultural, educational, philanthropic, or recreational nature.  
 
This policy shall apply to all meetings and/or events NOT organized by the MEB Library. 
 
Use of the meeting facilities as a quiet space for individuals will be permitted without a reservation or 
application needed if the space is not otherwise occupied or reserved. 
 
Applications for use of the meeting room are made by completing a Meeting Facilities Application, 
available on the library website or by request. Applications are submitted to the Director for approval. 
Reservations will be approved on a first come, first served basis. In the event there is a scheduling 
conflict, the following order will apply: 
 

• MEB Library programming 

• Town of Brentwood business 

• MEB Library patron requests 

• Brentwood business and resident use for Private Events (see rules and practices for more 
information) 

• Other uses 
 
The library reserves the right to reclaim the use of the meeting room for Library purposes if necessary 
and with as much notice as possible. Every effort will be made to reschedule and/or provide alternate 
arrangements. The library reserves the right to close the building for safety reasons (e.g. bad 
weather), or for unforeseen emergencies, thus terminating the use of the meeting facilities 
immediately. 
 
Permission to use a Library meeting space does not constitute endorsement of the group’s policies or 
beliefs by the MEB Library or its Board of Trustees. In accordance with Article VI. of the American 
Library Association’s Library Bill of Rights, our meeting spaces are available, “regardless of the beliefs 
or affiliations of individuals or groups requesting their use”. 



 
 

 
The MEB Library may accept an application for meeting space use if: 
 

• the application is completed in full by a responsible Single Point of Contact, aged 18+ 

• the requested date(s) and time(s) are available 

• the applicant has no prior history of property damage to our facilities the proposed use is safe 
and lawful 

 
Rooms may be initially be accepted on a verbal agreement with the Library Director. A signed, written 
application will be required as a follow up no later than the initial meeting date. 
 
Any applicant denied use of a meeting space may appeal the decision to the Library Board of Trustees 
at the next scheduled meeting. In addition to verbal testimony, a signed, written statement with the 
reasons for appeal is required no later than 24 hours prior to the meeting. 
 
The following are rules and practices established by the Library and its Board of Trustees. Failure to 
comply with these may result in terminating approval for future meeting room use: 
 

• Use of the Library’s meeting facilities requires strict adherence to Federal, State, and Local laws 
as well as policies and procedures of the MEB Library 

• Activities associated with meeting facility use must not interfere with the regular operations of 
the library. 

• There is no charge for meeting facility use during the library’s regular hours of operation. After 
hours use may be approved on a case-by-case basis if two staff members are available to 
open/close the library. To cover the cost of additional staff hours, a fee of $50.00 per hour will 
be charged if the start time runs concurrent with the library’s hours of operation. If staff is 
needed to open at a time that is not concurrent, a minimum of two hours will be charged. The 
Library Director or designee may waive this fee at their discretion. 

• Events that continue after the library has closed must be concluded by 9:30 pm and the building 
must be completely vacated no later than 10:00 pm. 

• Brentwood residents wishing to host private events in the Bob Gilbert room and/or the Linda A. 
Johnston Memorial Amphitheater for birthday parties, bridal or baby showers or weddings may 
be granted permission from the Director and the Library Board of Trustees on a limited basis. 
The library will offer no more than 1 private rental per month for a minimum of two hours, at a 
rate of $50 per hour. The library reserves the right to deny requests for private events if staffing 
is not available or for any other valid reason as determined. 



 
 

• Meeting facilities shall not be used for entrepreneurial or commercial purposes or the 
solicitation of business. 

• Only Library-sponsored or co-sponsored meetings or programs may involve product sales, 
solicitations of donations, or fundraising efforts. 

• Activities associated with meeting facility use must be offered free of charge to all attendees. 

• The library shall not be held responsible for the security of property owned by an individual or 
group using the meeting room. 

• Affixing items to the meeting room walls, windows or doors via the use of tacks, tape, glue or 
any other adhesive/non-adhesive material is at the discretion of the Library Director or 
designee. Items such as candles, silly string, glitter, etc. are strictly prohibited. 

• Library facilities must be left in a clean and orderly condition, and furnishings returned to their 
original positions before leaving. If there is damage to any area that will necessitate 
professional cleaning or repair, the costs will be the responsibility of the Single Point of Contact 
signee. The library is not responsible for any materials or equipment left on the premises by 
meeting users. All items found will be placed in the Library’s Lost & Found for a period of thirty 
days and thereafter shall be disposed of by the library. 

• All trash shall be properly bagged and placed in the outside recycling bins and dumpster 
accordingly. 

• Meeting facility use involving youth attendance must be supervised at all times by at least one 
(1) adult for every ten (10) children under the age of 18. 

• Smoking and the use of alcoholic beverages are not permitted anywhere on library premises, 
including the restroom and the outdoor amphitheater. 

• Individuals or groups using the facilities shall obtain any necessary performance licenses and 
indemnify the library for any failure on their part to do so. 

• The Library Trustees reserve the right to require the applicant to maintain insurance coverage 
on the day of use, naming the library as an additional insured. 

• Three documents are required to be signed and dated prior to the start of the facility use: 
o this policy, 
o the application, 
o and a release/waiver of liability. 

• If it is necessary to borrow library equipment, it must be requested on the meeting room 
application form. Anyone using library equipment must be trained in its use by a library staff 
member. Any equipment brought into the library must be approved in advance. 

• Use of the Gilbert Gathering space in the lower level of the library includes optional use of the 
kitchen, which is intended to provide a space equipped to execute the final stages of food 
service. The facility is not intended for “from scratch preparation.” The kitchen is equipped with 



 
 

an oven/stove for warming foods, a microwave, a hand sink, a refrigerator/freezer, and 
countertop space. Post event cleanup of all equipment and spaces used is required. 

• Neither the name nor the address of the library may be used as the official name or address of 
the person or group using the meeting space. The name and address may be used to direct 
participants to the proper location in a statement such as: “Meeting will take place at the Mary 
E. Bartlett Memorial Library [full name required] located at 22 Dalton Rd. Brentwood, NH 
03833.” 

• Each group/organization is responsible for publicity relating to their event. Publicity materials 
may not list the Mary E. Bartlett Memorial Library as a co-sponsor of an event or meeting. There 
shall not be any explicit or implied sponsorship, support, or approval by the MEB Library, its 
Board of Trustees, or the Town of Brentwood. 

• If the event has been officially approved and designated as being co-sponsored by the MEB 
Library, the Library staff will create a flyer/poster and will assist with promotion. If the co-
sponsoring group would like to create their own flyer/poster or other publicity materials, all 
materials must be approved by the Director or designee prior to being used publicly. 
 

 
 
202-A:24 Offenses Against Libraries. – Any person who shall willfully or maliciously deface, damage or 
destroy any property belonging to or in the care of any gallery or museum or any state, public, school, 
college, or other institutional library, shall be guilty of a misdemeanor. Any such person shall forfeit to 
or for the use of such library, gallery, or museum, 3 times the amount of the damage sustained, to be 
recovered in an action in the superior court. 
 
I have been offered a copy of and have read and understand the above rules. I agree to abide by such 
rules as a condition of my being given permission to make use of the library’s meeting facilities.  
 
Applicant/Responsible Party Signature ___________________________________________________ 
Date __________________________________________________________________________ 
 
This policy has been established by the Board of Trustees and is subject to periodic review and/or 
revision at the discretion of the Board. 
 
Adopted by the Board of Trustees 03/18/2019 
 
Amended by the Board of Trustees 12/10/2025 
  



 
 

RELEASE/WAIVER OF LIABILITY 
 

THIS RELEASE/WAIVER OF LIABILITY executed on this _____ day of _______________, 20________, 

by _______________________________________________ (name; list entity if applicable) (the 

“Applicant”) of ______________________________________________ (town, state) to MARY E. 

BARTLETT MEMORIAL LIBRARY, being a public library with an address of 22 Dalton Road, Brentwood, 

NH 03833, and all of its trustees, employees, officer, agents and volunteers of the Library, and the 

Town of Brentwood (collectively referred to as the “Releasees”). 

 

IN CONSIDERATION of being provided the use of certain meeting area(s) of the library as specified in 

the Applicant’s application, (hereinafter the “Premises”), the Applicant, and his or her personal 

representatives, heirs and next of kin, successors and assigns, acknowledges, agrees and represents as 

follows:  

Release and Covenant Not to Sue. The Applicant hereby covenants not to sue, and releases, waives, 

and discharges the library, from all liability to the Applicant and the Applicant’s representatives, 

successors, assignees, heirs and next of kin, for any and all loss or injury to the persons or property of 

the Applicant or resulting in the death of the Applicant, whether caused by the negligence of the 

Releasees or otherwise, while on the Premises.  

Indemnification. The Applicant hereby agrees to defend, indemnify and hold harmless the Releasees 

and each of them from any loss, liability, damage or cost Applicant might incur as a result of the 

Applicant’s use of the Premises or Applicant’s violation of the Library’s Meeting Facilities Policy. The 

Applicant will defend, indemnify, and hold harmless the Releasees from any claims or injuries to any 

third party or the property of any third party, resulting from the Applicant’s use of the Premises or 

violation of the Library’s Meeting Facilities Policy.  

 

In the event that costs are incurred to enforce any covenant contained in this Release and/or any 

action is instituted at law or in equity to enforce this Release, the Applicant shall pay such costs, 

including but not limited to reasonable attorney fees. 

This agreement contains the entire agreement of the parties regarding the within subject matter and 

supersedes all prior written or oral understandings pertaining to any of the subject matter hereof.  

 



 
 

I HAVE READ THIS RELEASE, I FULLY UNDERSTAND ITS TERMS, UNDERSTAND THAT I HAVE GIVEN UP 

SUBSTANTIAL RIGHTS BY SIGNING IT, AND SIGN IT FREELY AND VOLUNTARILY WITHOUT ANY 

INDUCEMENT.  

 

Signature of Applicant ________________________________________________________________ 

Witness to Signature _________________________________________________________________ 

 

 

FOR APPLICANTS UNDER AGE 18 AT THE TIME OF EVENT 

 

This is to certify that I, as parent/guardian with legal responsibility for this Applicant, do consent and 

agree to the above including his/her release as provided above of all the Releasees, and for myself, my 

heirs, assigns, and next of kin, I release and covenant not to sue and agree to defend, indemnify and 

hold harmless the Releasees from any and all liabilities incident to my minor child as provided above, 

EVEN IF ARISING FROM THE NEGLIGENCE OF THE RELEASEES. 

 

[Printed] Name of Parent/Guardian _____________________________________________________  

 

Signature _________________________________________________________________________ 

 

Date Signed _______________________________________________________________________ 

 

Phone Number: ____________________________________________________________________ 

  



 
 

MEETING FACILITIES APPLICATION 
 

Area Requested: _______________________________ No. of Persons Expected: ________________ 

Date(s) Requested: ____________________________ Start Time & Duration: ___________________  

 

Requested By: 

Group (if applicable) _________________________________________________________________ 

Single Point of Contact (must be aged 18+) _______________________________________________ 

Address ___________________________________________________________________________ 

Phone _____________________________________________________________________________  

 

Event Description: 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

Will you require access to the kitchen? ___________________________________________________ 

Will you need use of any Library materials or equipment? (If yes, please specify) 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________ 

Will you be bringing any materials or equipment with you? (If yes, please specify) 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

 

This certifies that the undersigned has read and understands the Meeting Facilities Policy of the Mary 

E. Bartlett Memorial Library and that all applicable directives therein will be strictly followed. The 



 
 

undersigned also certifies that she/he has the authority to commit the organization, if any, to 

following said directives. Applicant understands that the Library Trustees reserve the right to require 

the applicant to maintain insurance coverage on the day of the use of the meeting area, naming the 

library as an additional insured. In addition, Applicant must sign the attached Release/Waiver of 

Liability Agreement as part of this application. 

 

Authorized Signature (and title if applicable) ______________________________________________ 

 

Date ______________________________________________________________________________ 

 

Request Approved     Date _________________  by __________ 

Request Denied         Reason for Denial (if applicable) 


