
‭Port Orford Public Library‬
‭Freedom of Speech Community Room Policies‬‭(12/14)(17)‬

‭(Room capacity 125, seating for 80)‬

‭There is a rental fee for the Freedom of Speech Community Room of $25 per hour or $125 per day. This is‬
‭to defray the cost of operation and maintenance of the room and includes use of tables, chairs,‬
‭flipchart/whiteboard, audio/visual equipment, kitchen area with sink and refrigerator (no stove/oven).‬
‭Wireless Internet available. Use of the Community Room is not available to groups or individuals‬
‭conducting commercial activity or sales to the general public with the exception of local and Library groups‬
‭or individuals. The Library Director may waive the cost for groups that are community focused and open to‬
‭everyone and/or groups that provide a service to the wider community.‬

‭SCHEDULE YOUR MEETING BY CONTACTING LIBRARY STAFF DURING REGULAR LIBRARY‬
‭HOURS OR BY FILLING OUT A ROOM RESERVATION REQUEST AT WWW.POLIBRARY.ORG AS‬
‭FAR IN ADVANCE AS POSSIBLE.‬

‭Schedule hours to include set up and clean up time.‬

‭●‬ ‭Arrange audiovisual equipment or Internet needs at time of scheduling.‬
‭●‬ ‭Advance payment of fee is appreciated.‬
‭●‬ ‭Payment will be refunded if cancellation is made 3 or more days before the meeting date. If you do not‬

‭notify us of cancellation at least 3 days before the meeting date, the fee is forfeited.‬
‭●‬ ‭Reservations cannot be made on an on-going basis unless specifically approved by the Library‬

‭Director.  Arrangements for on-going use will be for 6 months followed by review.‬
‭●‬ ‭Key Code will be available during the last Library “Open” day prior to your meeting.‬
‭●‬ ‭Use of the library’s Internet is polguest and there is no password needed.‬
‭●‬ ‭Please record the attendance for your event on the clipboard in the meeting room.‬
‭●‬ ‭If the Library is closed when your meeting is done please be sure that the parking lot door is securely‬

‭shut‬
‭●‬ ‭Before leaving, check the room, lobby and restrooms to ensure everyone has left the building.‬
‭●‬ ‭Make sure lights are out in the community room and lobby.‬
‭●‬ ‭Room users will be held responsible for any loss or damage to the Library premises, equipment or‬

‭furnishings, and will be billed at cost.‬
‭●‬ ‭Smoking or consumption of alcohol is not permitted in any part of the facility.‬
‭●‬ ‭The Library is not responsible for lost or stolen items.‬
‭●‬ ‭Please do not post anything on walls or windows. A flipchart/white board is available.‬
‭●‬ ‭Remove all food items, including everything you put in the refrigerator.  Do not leave anything.‬
‭●‬ ‭Use sponges provided to wipe tables, counters, etc. and unplug all coffee/tea pots.‬
‭●‬ ‭Please pack out your garbage if it is more than our small trash can handle.‬
‭●‬ ‭No cleaning or maintenance fees are charged, but unusual cleaning needs arising from use will be‬

‭billed at cost.‬
‭●‬ ‭Any use of the room which disrupts normal operations of the Library is not permitted.‬
‭●‬ ‭Use of the room does not constitute Library endorsement of the viewpoints expressed by participants,‬

‭or Library sponsorship of the room’s scheduled use.  Advertising or announcements for the scheduled‬
‭room use must not imply any such endorsement or sponsorship.‬

‭Library Hours: Monday – Friday 10am to 5pm, Saturday 10am - 3pm‬
‭Library Telephone:  541-332-5622; In case of emergency, contact the Library Director at 971-237-6464.‬



‭Port Orford Public Library‬
‭Jayel Gibson Conference Room Policies‬‭(12/14)(17)‬

‭Room capacity – 12 to 14‬

‭The Jayel Gibson Conference Room is available free of charge by reservation for public use as a‬
‭shared community benefit.  It is not available to groups or individuals conducting commercial‬
‭activity or sales to the general public with the exception of local and Library groups.  If the room is‬
‭used for a “for profit” activity there is a $5.00 fee. The Library provides basic cleaning and‬
‭maintenance and depends on users of the room to help keep the room clean and in excellent‬
‭condition for all to enjoy.  Please care for the room as you would any home in which you are a‬
‭guest.‬

‭SCHEDULE YOUR MEETING BY CONTACTING LIBRARY STAFF DURING REGULAR LIBRARY‬
‭HOURS OR BY FILLING OUT A ROOM RESERVATION REQUEST AT WWW.POLIBRARY.ORG AS‬
‭FAR IN ADVANCE AS POSSIBLE.‬

‭Schedule hours to include set up and clean up time.‬

‭●‬ ‭Reservations cannot be made on an on-going basis unless specifically approved by the Library‬
‭Director.  Arrangements for on-going use will be for 6 months followed by review.‬

‭●‬ ‭Use of the Library’s wireless Internet when the Library is closed may be arranged in advance.‬
‭●‬ ‭Please record the attendance for your event on the clipboard in the conference room.‬
‭●‬ ‭Audiovisual equipment is available upon request.‬
‭●‬ ‭Please do not post anything on walls or windows.‬
‭●‬ ‭Kitchen facilities are not available; bottled or contained beverages are allowed.‬
‭●‬ ‭Remove all food items and dispose of debris in the trash can provided.‬
‭●‬ ‭No cleaning or maintenance fees are charged, but unusual cleaning needs arising from use will be‬

‭billed at cost.‬
‭●‬ ‭Room users will be held responsible for any loss or damage to the Library premises, equipment or‬

‭furnishings, and will be billed at cost.‬
‭●‬ ‭Smoking or consumption of alcohol is not permitted in any part of the facility.‬
‭●‬ ‭The Library is not responsible for lost or stolen items.‬
‭●‬ ‭Any use of the room which disrupts normal operations of the Library is not permitted.‬
‭●‬ ‭Use of the room does not constitute Library endorsement of the viewpoints expressed by‬

‭participants, or Library sponsorship of the room’s scheduled use.  Advertising or announcements‬
‭for the scheduled room use must not imply any such endorsement or sponsorship.‬

‭Library Hours: Monday – Friday 10am to 5pm, Saturday 10am - 3pm‬
‭Library Telephone:  541-332-5622; In case of emergency, contact the Library Director at 971-237-6464.‬


