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DENNIS PUBLIC LIBRARY 

MEETING ROOM USE POLICY 

 

The Library’s Ruth and Benjamin Muse Meeting Room has space to allow for 

presentations, meetings, and hanging art displays. This space may be utilized where such 

use will not interfere with library services and is at the discretion of the Library Director. 

 

PRESENTATIONS AND MEETINGS: 

Non-profit organizations and community groups may use the room for presentations and 

public meetings of an educational, cultural, or civic nature. All events should be free and 

open to the public. An organization or group charging for admission or participation may 

seek permission from the Library Director to use the Meeting Room. However, if 

permission is granted, the group will be charged the municipal building rental fee of 

$25.00 per hour.  

 

Availability 

Due to heavy usage the meeting room is not generally available for regular weekly or 

monthly meetings except for programs co-sponsored by the Library. For security reasons 

groups must meet during the Library’s regular open hours; certain exceptions may be 

granted by the Library Director. 

 

Sales  

Meeting room users are not permitted to sell tickets, books, or other items unless their 

event is sponsored by the Dennis Public Library or by the Friends of the Dennis Public 

Library. 

 

Request for use 

Those interested must complete the online reservation request form on the Library’s 

website (dennispubliclibrary.org). Library staff will respond to the request. NO 

RESERVATION SHOULD BE CONSIDERED VALID UNTIL CONFIRMATION IS 

RECEIVED FROM LIBRARY STAFF. After confirmation, the user must fill out and 

submit the “Application for Meeting Room Use” and “Lessee’s Indemnification” 

appended to this policy. The person signing paperwork assumes responsibility for the 

conduct of a group during a meeting, payment of bills, and protection of Library property 

in connection with the meeting. Permission for use of the meeting room will be granted 

on a first-come, first-served basis only to adults 21 years or older. 

 

ART DISPLAYS: 

Individual artists or collaborative groups of artists may display their artwork in the 

meeting room using our Walker display picture hanging system. They will work with 

Library staff to publicize their shows and as such these displays become program 

offerings of the library. Art receptions may be held with participants adhering to the food 

and drink guidelines set within this policy.  
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Availability 

Artists generally display on a monthly calendar basis.   

 

Sales  

Please see the “Art and Display Sales Policy” appended to this policy.  

 

Request for use 

Artists interested in displaying in the meeting room must complete the online display 

request form available on the Library’s website (dennispubliclibrary.org). Library staff 

will respond to the request and arrange hanging, take down, and reception dates, (if a 

reception is desired.) Artists must fill out and submit the appended “Town of Dennis 

Release of Liability” and “Art and Display Sales Policy” prior to hanging their artwork. 

Art displays will be granted on a first-come, first-served basis. Only adults 21 years or 

older may sign paperwork and assume responsibility for the art displays.  

 

PROVISIONS FOR USE: 

Room maintenance 

Organizations and groups using the meeting room will be responsible for the set-up, care, 

and clean up of the room and for returning it to its original condition and configuration. If 

groups use the adjoining kitchen, they are also responsible for its care and clean up, and 

they must remove the items that they brought upon conclusion of their event. The users 

and/or the sponsoring organization shall be responsible for any damage or misuse of the 

room and its equipment.  Payment for damage or misuse shall be made in full within 

thirty days of notification of the amount due. The Town reserves the right to charge a fee 

for cleaning the room if needed. 

 

Smoking, Food, and Alcohol Restrictions 

State law prohibits smoking and the use of alcohol in public buildings. Light refreshments 

may be served; however, such food and drink must come from licensed, inspected 

kitchens. Cups, plates, paper goods, etc. used to serve refreshments must be provided by 

the group reserving the room.  

 

Lost or Stolen Articles 

The Library is not responsible for any items brought in by the group. 

 

Library Materials and Equipment 

Use of library books and electronics may be allowed during sessions; however, 

permission must be requested and granted in advance. If the room’s electronic equipment 

(overhead projector, dvd player, laptop, etc.) is going to be utilized, training must take 

place prior to the scheduled event. A representative from the organization will arrange for 

time with a library staff member to receive instruction on proper operation.  
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LIBRARY RIGHTS AND DISCLAIMERS  

Library events have PRIORITY for meeting room use. In the event that the library must 

preempt any previously scheduled room use, every attempt will be made to notify the 

appropriate party listed on the user’s paperwork to make new arrangements.  

 

The Library reserves the right to refuse the use of the meeting room or cancel any 

reservation when it deems the action to be in the best interest of the Library and /or the 

Town. 

 

Permission to use the room does not in any way constitute an endorsement of a group’s 

activities, policies, or beliefs. 

 

The meeting room will not be available for use in the event that the building is closed due 

to emergency conditions or inclement weather.  In this case, every attempt will be made 

to notify any group or artist with a reservation. 

 

Failure to comply with any part of this policy shall result in the denial of further use of 

the meeting room. 

 

Any exception to the above regulations may be made only with the approval of the 

Dennis Library Board. 

 

Regulations governing use of the meeting room are subject to change at the discretion of 

the Town.  

 

APPENDED DOCUMENTS 

Application for Meeting Room Use 

Lessee’s Indemnification 

Town of Dennis Release of Liability 

Art and Display Sales Policy 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted by the Dennis Library Board, June 12, 2003; Amended June 14, 2018; Follow 

up November 14, 2019 

Approved by the Board of Selectmen, July 8, 2003; Amended October 22, 2019 
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Town of Dennis  

Dennis Public Library 
 

APPLICATION FOR MEETING ROOM USE 
 

Name of Organization: _______________________________________________ 

Non-Profit ID Number:___________________(please provide copy of certificate) 

Does your group charge Dues/Fees: _______ Amount Charged: ______________ 

Briefly describe your Organization, use of the meeting room, and number of attendees: 

 

 

 
Dennis Public Library ~ The Benjamin & Ruth Muse Meeting Room 

5 Hall Street, Dennis Port, MA 02639 

Building open: Tuesday-Thursday, 10am - 8pm; Friday-Saturday 10am-2pm 

Closed - Sundays and Mondays

 
 

One Time Use:  Day/Date:                              Time: From  to 

                                          (Please include set-up/clean-up times) 

 

Yearly Use: (For groups currently on schedule ONLY):  

One Day a Month: Day/Dates:________________________________   

 Time: From______________ to________________  

Contact Person: __________________________   Home Phone: ______________ 

Address: ________________________________   Work Phone: ______________  
 

By providing signature and date, I attest that I am an authorized representative of the individual, 

group or organization requesting the use of the Dennis Public Library’s meeting room.  I have read 

the rules and conditions relating to such use and fully understand and agree on behalf of the 

individual, group or organization to abide by these rules and conditions, including the payment of 

assessments and charges stipulated. 

Signature:                                                         Date: 

 
FOR OFFICIAL USE ONLY: Category 2 (Non-Profit) Category 3 (Community Groups - Boy 

Scouts, Girl Scouts, etc.) – must provide a copy of non-profit ID number 

 

Fee Charged: ____________________ Date Paid: _______________  

 

Approved: �   Denied: � ______________________________________  Library Director/Administrator 
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TOWN OF DENNIS 

685 ROUTE 134 

SOUTH DENNIS, MA 02660 

 

 

 

 

 

 

LESSEE’S INDEMNIFICATION 

 

The lessee shall to the maximum extent permitted by law, indemnify and save 

harmless Town of Dennis, its officers, agents and employees from and against 

any an all damages, liabilities actions, suits proceedings, claims, demands, losses, 

costs and expenses (including reasonable attorneys’ fees) that may arise out of or 

in connection with Lessee’s lease or use of the Town of Dennis for any damage to 

its real or personal property that occurs in conjunction with the lease or use of 

Town property by lessee, unless the damage is caused by the Town of Dennis’s 

gross negligence or willful misconduct. 

 

 

 

 

    

   Signature 

 

     

   Name of Organization 

 

     

        Date 
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Town of Dennis 
P.O. Box 2060, South Dennis, MA 02660 / Telephone: 508-394-8300   Fax: 508-394-8309 

 

 

Town of Dennis Release of Liability 

 

Whereas, the Dennis Public Library located at 5 Hall Street, Dennis Port, Massachusetts  

provides as one of its services art displays for approved individuals, groups or 

organizations; and 

 

Whereas, said display areas are located in public areas without the benefit of special 

security other than the general supervision of the Town personnel; and 

 

Whereas, the undersigned voluntarily and without charge has agreed to or 

has requested to display its wares with the full knowledge and understanding that 

they will be displayed in public areas without the benefit of special security. 

 

Whereas, in consideration of the public service being provided by Town of Dennis to the 

undersigned, the undersigned hereby releases and forever discharges the Town of Dennis, 

its employees, agents, associates and volunteers from any and all claims, damages, 

actions, or causes of action as the result of any damage to or theft of said wares placed 

upon display within the Dennis Public Library located at 5 Hall Street, Dennis Port. 

 

Now therefore, I further affirm that I have read this Consent and Release Form and that I 

understand the contents of this Form.  I understand by signing this Form, I affirm that The 

Town of Dennis will not be liable for any theft or property damage to my property while 

on display. 

 

 

Witness the hand and seal of the undersigned this ________day of 

____________________, 20____. 

Artist/ Custodian Signature________________________________________________ 

Artist/ Custodian Address_________________________________________________ 

Phone _________________________ Email______________________________ 

Date of Exhibit______________ Work Medium_______________________________ 
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Town of Dennis 
P.O. Box 2060, South Dennis, MA 02660 / Telephone: 508-394-8300   Fax: 508-394-8309 

 

Art and Display Sales Policy 

 

The Town of Dennis/Dennis Public Library does not conduct nor profit from the sale(s) 

of art or other work on display in the Dennis Public Library located at 5 Hall Street, 

Dennis Port, MA 02639. Artists are welcome to offer their work for sale; artists should 

clearly label work with a price and contact information (or have a separate sheet with said 

information) so that sales can be arranged. Library staff will not sell work, hold work, or 

collect money for work; the artist shall conduct all necessary sales transactions with the 

customer, including arrangements for the transfer of the work to the new owner. 

 

The Town of Dennis/Dennis Public Library does not charge a fee or commission for the 

sale of artwork. 

 

Artist’s/ Custodian Signature__________________________ Date_____________ 

 


