
                                                                                                                                            Tab 8 
 
 
 

POLICY STATEMENT REGARDING 
USE OF THE BERNARDS TOWNSHIP LIBRARY PROGRAM ROOMS 

 
The Bernards Township Library makes program space available at no charge to area 
groups and organizations which are non-profit, and/or service oriented, which are 
open to new membership, and which foster community interaction, learning 
experiences, or discussion forums.   
 
Applicants must read “Booking Guidelines for Library Program Room Use”. 
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BERNARDS TOWNSHIP LIBRARY 

BOOKING GUIDELINES FOR LIBRARY PROGRAM ROOM USE 
 
 

• Provide name and phone/email information of the group’s contact person who must 
be a Bernards Township resident and represent a non-profit group. 

 
• Agree that the group neither charge admission nor sell goods or services.  All 

meetings must be open to the general public and attendees at any meeting are not 
required to be members of the sponsoring organization or group. 

 
• Complete, sign and return the Library’s “Program Room Use Application”. 

 
• Groups are responsible for the following: 

 Booking Priority: Library and Township functions and Library related 
activities have priority over any and all non-library uses.  The Library may 
cancel any reservation due to improper use of facilities on a prior occasion.  
The Library may cancel or amend the length of any reservation according to 
its discretion for unsafe conditions or failure of necessary equipment.  
Meeting space will not be provided for social gatherings or events. 

 Hold Harmless: The group agrees to indemnify and hold harmless the 
Bernards Township Library, its officers, employees and agents from any loss, 
damage, liability, costs and/or expenses that may arise during or be caused 
in any way by use of the Library facilities and equipment by the group or 
invitees of the group.  Damage to the Library property, beyond ordinary 
wear and tear, will be charged to the group.  There must be no nailing to 
floors, walls, or fixtures, and the building equipment must not be marked or 
defaced in any manner.  Use of open flames or candles in the meeting rooms 
is prohibited. 

 Publicity: Provide group members and intended audience (if program is 
public) with program information and directions to the library, and/or with 
a contact number/email address, etc. 

 Parking Monitoring: Alert group members to avoid parking in the upper 
and lower parking lots adjacent to the library building. Direct them to the 
lower lot entered from Lindbergh Lane, across the street in the municipal 
parking lot on South Maple Avenue, or on area side streets. 

 All Program Supplies: Provide food and food service supplies, program 
equipment, and signage as needed. 

 Alcohol: Ensure that no alcohol is on site. 
 Clean Up and Closing Requirements: Leave program room and kitchen 

clean, and be ready to leave the library no later than five minutes before 
closing time. 

 Cancellation: If an organization or group needs to cancel a reservation, it 
should notify the Library a minimum of 24 hours in advance. 

 
 

Contact:  Phyllis McGuinness, Program Coordinator, Bernards Township Library 
pmcguinness@bernards.org  908-204-3031 ext.116 
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PROGRAM ROOM USE APPLICATION 
 
1. Organization: ______________________________________________ 
 
2. Date & Time Needed: _______________________________________ 
 
3. Program Start Time: ________________________________________ 
 
4. Purpose: __________________________________________________ 
 
5. Number of people expected: _________________________________ 
 
6. Kitchen Use:  (circle one)      yes        no 
 
7. Set-Up Request:  # chairs ___________    #tables______________ 
  
                                                    lectern?  __________     other? ______________ 
 
8. Detailed set-up request/diagram attached:  (circle one)  yes  no 
 
Organization Contact Person: 
 
Name of Township resident  

filing application  _____________________________________ 
 
Phone # ________________________      Cell # _____________________ 
 
Email _____________________________ 
 
I have read and understand the Program Room Booking Guidelines and 
agree to the Library’s requirements. 
 
_____________________________________________   ________________ 
(signature)                                                           (date) 
 

Contact:  Phyllis McGuinness, Program Coordinator, Bernards Township Library 
pmcguinness@bernards.org  908-204-3031 ext.116 

12/16/09 
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