ADMINISTRATION

1.74

	
	DIVISION

Miscellaneous Policies

	
	SUBJECT

Usage and Scheduling of Meeting Rooms for Non City Use

	
	

	
	

	I.     SCOPE
	ALL DEPARTMENTS/DIVISIONS

	
	

	II.    PURPOSES
	To provide a meeting space and facility for the general public. To establish the proper use of City conference, meeting and multi-purpose rooms, booking/reservation procedures, and fee implementations.  (For use of the Senior Center or City park facilities, please refer to the related policies on file in the Community Services Department.)

	
	

	III.   POLICY
	The rooms may be used by profit, non-profit, non-partisan and non-sectarian organizations that meet the criteria outlined in this policy. City meeting rooms are not available for individual or personal use.

Reservations must be made in advance with the appropriate booking department.  All organizations using a room will be required to sign a “Hold Harmless” form and provide a Certificate of Insurance, naming the City of Orange as additional insured. The required insurance will be determined by the Risk Manager and City Attorney. 

Non-City use of City meeting rooms will be limited to those rooms identified on Attachment A to this policy and to the times indicated for each room.

	
	

	IV.   PROCEDURE
	USE OF CONFERENCE AND MULTI-PURPOSE ROOMS

1. Application for use of the room shall be made at least one week in advance.  No group shall reserve any room for more than twelve months in advance or more than 12 times per year.  All fees and deposits are due upon reserving the room.  The City shall be notified 72 hours in advance of cancellation of meetings. A cancellation fee will be charged if less than 72 hours notice of cancellation. 

2. A deposit will be required when renting a meeting room.  The deposit will be refunded after the use of the room, less any deductions for damage and cleaning. 

3. Groups shall, upon advance approval of arrangement by City staff, carry out their own room setup and takedown.  Failure to leave any room cleaned and put back as agreed upon shall automatically revoke future permission to use facilities and may result in forfeiture of all or part of the deposit paid.  To the degree the deposit is insufficient to cover the cost of damages and cleaning, additional charges may be assessed.

4. All meetings of a cultural or educational nature shall be open to the public and no fee, other than dues that are a part of the structure of the organization, can be charged at the meeting. 

5. If a group is given permission to use the room, this in no way constitutes endorsement of the policies of the organization by the City of Orange or its employees.

6. All City facilities are non-smoking facilities and, therefore, smoking is not allowed in any building, or within twenty (20) feet outside of the building.  Food products and non-alcoholic beverages are allowed in rooms designated on a case by case basis only when approved through the application process. Alcoholic beverages are not allowed in any City meeting room.

7. The renter will be held responsible for any damage arising out of the group’s actions.  

8. No decorations shall be attached to walls, floors, ceilings or furnishings. No tape, staples, glue, pins, etc. can be used to secure decorations.  Only freestanding décor will be permitted.  In accordance with the 1997 Uniform Fire Code Section 1109.8, no open flame devices are allowed, including candles.

9. Use of City-owned technology equipment must be arranged on a case by case basis.  A fee for the use of this equipment will be charged in accordance with the City’s Master Schedule of Fees.

10. Upon 24-hour notice, the City reserves the right to ask the group to relinquish the room to meet the needs of the City.

11. Clearance of the building must be completed by the time approved on the group’s room usage application.  Failure to do so may result in forfeiture of all or part of deposit.

12. The City of Orange is not responsible for any material or personal property left by the group.

13. Permission to use the room is not transferable.

14. Prior to accessing the room, all organizations are required to provide a Certificate of Insurance and a signed “Hold Harmless” agreement as required by this policy.

APPLICABLE FEES AND DEPOSITS
The fees and deposits to be charged for each meeting room and/or related equipment are as outlined in the City of Orange Master Schedule of Fees & Charges.  The current fees as of the last update to this policy are included on Attachment B to this policy.  If the fees and deposits in the latest approved City of Orange Master Schedule of Fees & Charges should at any time differ from those shown on Attachment B to this policy, the fees shown in the City of Orange Master Schedule of Fees & Charges take precedence.

Upon written request, the City Manager or his designee may authorize waiver of meeting room fees and deposits.  (Refer to Admin Policy No. 1.79 for Fee Waiver policies.)
USE OF MEETING ROOMS BY OTHER GOVERNMENTAL AGENCIES 

Upon approval of the City Manager or his designee, any City meeting room may be used by another government agency at no cost to the agency.

USE OF COUNCIL CHAMBERS

Other than regularly scheduled meetings conducted in the Council Chambers, request for its use must first be approved by the City Manager’s Office.

RESERVATION PROCEDURE

Reservations may be made for use of one of the meeting rooms listed on Attachment A, by contacting the appropriate department for said facility. The requesting party is required to:

· Complete an “Application for Use of Multi-Purpose Room”,

·  Provide a Certificate of Insurance and sign a “Hold Harmless” agreement as required by this policy.  

· Pay all fees and deposits in full upon reserving the room.

· If using any Orange Public Library & History Center meeting room, agree to follow the “Library Code of Conduct” (see attached).

  The City reserves the right to refuse any application for meeting room use.




	ROOM
	LOCATION
	CAPACITY
	HOURS
	CONTACT
	Room Rate Category

	Conference Room C


	Community Dev.

300 E. Chapman
	40
	8 a.m. to 9 p.m.
	City Clerk’s Office

744-5500
	1

	Economic Dev. Conf. Room
	Economic Development

230 E. Chapman Ave.
	20
	8a.m. to 5 p.m.
	Department Secretary

288-2589
	1

	El Modena Community Room
	El Modena Library

380 S. Hewes St.
	100
	Current Library hours
	Room Coordinator

288-2427
	2

	Orange Public Library & History Center Community Room A&B
	Main Library

407 E. Chapman Ave.
	122
	Current Library hours
	Room Coordinator

288-2427
	3

	Orange Public Library & History Center Community Room A only
	Main Library

407 E. Chapman Ave.
	80
	Current Library hours
	Room Coordinator

288-2427
	2

	Orange Public Library & History Center Community Room B only
	Main Library

407 E. Chapman Ave.
	53
	Current Library hours
	Room Coordinator

288-2427
	2

	Rotary Clubs of Orange Conference & Training Room
	Main Library

407 E. Chapman Ave.
	20


	Current Library hours
	Room Coordinator

288-2427
	1

	Taft Community Room
	Taft Library

740 E. Taft Ave
	35
	Current Library hours
	Room Coordinator

288-2471
	1

	Weimer Room
	Admin Building

300 E. Chapman
	60
	8 a.m. to 9 p.m.
	City Clerk’s Office

744-5500
	2

	Council Chambers
	Admin Building

300 E. Chapman
	125
	8 a.m. to 9 p.m.
	City Clerk’s Office

744-5500
	3



ATTACHMENT B

MEETING ROOM/EQUIPMENT RENTAL RATES

	
	Deposit
	Cancellation Fee
	Non-Profit in Orange
	Non-Profit o/s of Orange
	For Profit Business in Orange
	For Profit Business o/s of Orange

	Room Rate Category 1

(Capacity up to 50)
	$75.00
	50% of total rental fee
	$30/hr.
	$35/hr.
	$35/hr.
	$40/hr.

	Room Rate Category 2

(Capacity from 51 – 100)
	$100.00
	50% of total rental fee
	$40/hr.
	$45/hr
	$45/hr
	$50/hr.

	Room Rate Category 3

(Capacity over 100)
	$150.00
	50% of total rental fee
	$65/hr.
	$70/hr.
	$70/hr.
	$75/hr.

	Kitchen
	$50.00
	N/A
	$30 flat fee
	$35 flat fee
	$35 flat fee
	$40 flat fee

	Equipment:

     TV/VCR

     Microphone
	$100

$100
	N/A

N/A
	$20 flat fee

$20 flat fee


	$25 flat fee

$25 flat fee
	$25 flat fee

$25 flat fee
	$30 flat fee

$30 flat fee


(1) 3 hour minimum on all rooms.

(2) Rental hours must include setup and clean up time.

(3) Rates are revised periodically through City Council action and published in the City’s Master Schedule of Fees.  If the fees on this       schedule differ in any way than those published in the latest approved Master Schedule of Fees, the fees in the Master Schedule of Fees prevail.

ORANGE PUBLIC LIBRARY

POLICY:  RULES OF CONDUCT 
Adopted by Library Board of Trustees, June 26, 2006
Orange Public Library is supported by the taxes and donations of Orange residents and businesses who expect Library facilities to be clean, comfortable, and safe places for selecting materials, reading, research, studying, writing, and attending programs and meetings. To this end, the Library is responsible for establishing rules of conduct to protect the rights and safety of Library patrons, volunteers, and staff, and for preserving and protecting the Library’s materials, equipment, facilities, and grounds. 

Enforcement of these Rules of Conduct will be carried out in a fair and reasonable manner. Library staff and/or Orange Police Officers will intervene to stop prohibited activities and behaviors. Failure to comply with the Library’s established rules, regulations, and policies could result in a library user’s removal from the premises and exclusion from the Library for a period of one day to two years, or in arrest and/or prosecution. Violations may also result in restriction and/or termination of a library user’s privileges, including the use of Library computers and other equipment. 

For the comfort and safety of our users, volunteers and staff, and the protection of Library property, the following actions are examples of disruptive conduct not allowed on Orange Public Library property:

· Failing to comply with directions or a reasonable request by Library staff.

· Running, pushing, shoving, or throwing things.

· Creating disruptive noises, such as loud talking, screaming, or banging on computer keyboards.

· Using audible devices without headphones or with headphones set at a volume that disturbs others. Using cell phones, pagers, and other communication devices in a manner that disturbs others is also prohibited.

· Littering.

· Smoking, chewing, or other tobacco use in Library facilities.

· Moving tables, chairs and other furniture without permission from staff.

· Consuming food in public areas of the Library other than in meeting rooms or coffee-bar areas without written permission from the Library Director. Bottled water is allowed.

· Using wheeled devices in Library buildings or on Library grounds, including skateboarding, rollerskating, bicycling, riding scooters, and/or shopping carts. (Exceptions: wheelchairs, walkers, and strollers.) Bicycles are not allowed in the Library. Bicycle racks are provided outside.

· Lying down or sleeping in the restrooms or on any floor, couch, table, or seat in the Library. 

· Blocking aisles, exits, or entrances with personal possessions or behavior such as lying down.  

· Leaving items unattended. 

· Neglecting to provide proper supervision of children. Children who are age 12 and under must be accompanied in the Library by an adult at all times. 

· Bringing pets or animals, other than service animals necessary for disabilities, into the Library, except as authorized by the Library Director.
· Entering the Library without shoes, without a shirt, with offensive body odor or personal hygiene, or being otherwise attired so as to be disruptive to the Library patrons or staff.

· Soliciting or conducting surveys without the written authorization of the Library.
Engaging in any activity such as the following in violation of Federal, State, Local, or other applicable law, or of Library policy, is strictly forbidden and may result in arrest and/or prosecution:

· Trespassing in non-public areas, or being in the Library without permission of an authorized Library employee before or after Library operating hours.

· Using restrooms for personal grooming such as bathing or shampooing, shaving, haircuts, doing laundry, or changing clothes.

· Carrying firearms and/or weapons of any type (except by law enforcement officers).

· Being under the influence of alcohol/illegal drugs, or selling, using, or possessing alcohol/illegal drugs.

· Fighting and/or challenging others to fight.

· Verbally or physically threatening or harassing other Library users, volunteers or staff, including stalking, staring, lurking, offensive touching, or obscene acts such as sex acts and/or indecent exposure.

Stealing, damaging, altering, or inappropriately using Library property in Library facilities or on Library grounds, including computer hardware or software, printers, copiers, phones, or other equipment.



ATTACHMENT A





MEETING ROOMS AVAILABLE FOR PUBLIC USE
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