
Horsham Township Library Meeting Room Policy 
 
Meeting Room Policy  
 
Meeting space is available to individuals or organized groups.  
 
Requests for use of meeting space should be made at least one week in advance by completing an 
application form available from the library and downloadable from the library's website. Exceptions 
may be made by the Library Board if the Board deems extenuating circumstances are involved.  
 
Groups or individuals are asked to please telephone the library's Circulation Supervisor at (215) 
443-2609 ext. 207 48 hours prior to their meeting to confirm their room reservation. If they cancel 
their meeting, please call and inform the library so that space can be made available to others that 
might be waiting.  
 
The fact that a group is permitted to meet at the Library does not in any way constitute an 
endorsement of the group's policies or beliefs by the Library staff, Library Board or Horsham 
Township.  
 
Meeting space may be reserved no more than ninety days in advance.  
 
It is understood that library programming will have first priority in room use.  
 
A security deposit of $20.00 is required for all reservations.  In addition, some fees for use of 
meeting space may apply.  Please refer to the section on fees below for more information on 
charges. 
 
Refreshments may be served and shall be provided by the group. No smoking is allowed.  
 
Meetings may be scheduled only during regular library hours of operation. All meetings should 
conclude 15 minutes prior to the library's closing time and all attendees must exit by the library's 
normal closing time.  
 
The people using the room shall leave it in a neat, clean, orderly condition; if not, the 
group/individual will be given notice that continued abuse will result in being denied access to the 
meeting room.  
 
The library provides tables and chairs for use in its meeting rooms. The people using the room will 
be responsible for setting up or arranging tables and chairs to suit their purposes.  
 
The people using the room may not open or close the folding partitions which divide the meeting 
rooms. All re-configuration of the folding partitions must be done by library staff only.  
 
The Library is not responsible for any equipment, supplies, materials, clothing, or other items 
brought to the Library by any group or individual attending a meeting.  
 
The Library Board and staff do not assume any liability for groups or individuals attending a 
meeting in the Library.  
 
Fees:  
 
A security deposit of $20.00 per room is due with each reservation application.  The security 
deposit will be kept if the group stays beyond the times specified on the application, does not clean 
up after themselves, damages the room(s) or equipment, or fails to cancel their reservation within 
1 week.  Otherwise, it will be returned at the conclusion of the event.  Forfeit of a security deposit 
may be waived at the discretion of library staff in the event of an emergency cancellation. 



 
A user fee may be charged for each section of the meeting room (i.e. Room A, Room B, Room C,  
with use of multiple sections requiring payment of a fee for each) according to the following fee 
schedule: 
 
 
 Group A Group B1 Group B2 Group C Group D Group D 
Meeting Room A No charge No charge No charge $20/ hour $35/ hour  $50/ hour for use 

of multiple rooms Meeting Room B No charge No charge No charge $20/ hour $35/ hour 
Meeting Room C No charge No charge No charge $20/ hour $35/ hour 
Coffee Pot & 
Supplies 

$10 per 
pot 

$10 per 
pot 

$10 per 
pot 

$10 per 
pot 

$10 per pot $10 per pot 

Equipment TBD TBD TBD TBD TBD TBD 
 
Classification of groups: 
 
Group A:  applies to Horsham Township Council, advisory boards, authorities and committees, 
Horsham Township operating departments, Horsham Fire Company and Hatboro-Horsham School 
District. 
 
Groups B1 and B2:   

• B1: includes the following groups  
o Youth sports organizations 
o County, State, Federal, elected officials representing Horsham Township 
o Community, civic or political organizations located within Horsham Township 

• B2: includes the following groups where an admission fee is not charged 
o Home Owners Associations located within Horsham Township 
o Non-profit organizations and Churches located within the boundaries of Horsham 

Township 
• Group C: applies to youth sports organizations and other community or civic organizations 

located within Horsham Township for activities and/or events where an admission or 
registration fee is charged; a donation is solicited, or funds are being raised. 

• Group D:  
o Private citizen (resident or non-resident) 
o For profit Organization (resident or non-resident) 
o Business and Commercial organization (resident or non-resident) 
o Non-profit, political, non-community agency or organization located outside the 

boundaries or Horsham Township. 

 

Horsham Township Council Resolution 2009-18 
June 10, 2009 



Horsham Township Library 
Meeting Room Reservation Form 

 
Meeting space is available to individuals or groups.  Requests for meeting space should be made at least 
one week in advance and not more than 90 days in advance.  Library and Horsham Township programs 
take priority.  Reservations for outside groups are made on a first come, first served basis.  Some fees 
apply. 
 
For complete information about rules and costs for using library meeting space, please read the section of 
the library's policy manual covering Meeting Room Use, posted on the library’s website at 
www.HorshamLibrary.org, before sending in your application.  
 
You may fill out this application, print it and turn it in to the library in person, by fax or by mail. After 
receiving your application, the library will check its schedule to make sure a meeting room is free for the 
date and time you requested. You will receive a response by mail, fax or email either confirming your 
reservation or asking you to choose an alternate date. 
 
A security deposit of $20.00 is due with each reservation application.    
 
 Applicant (group or person 
 sponsoring the meeting): _____________________________________________ 
 
 Contact person’s name: _____________________________________________ 
 
 Contact’s mailing address: _____________________________________________ 
 
 Contact’s daytime telephone: ______ - _____________  ext. _________ 
 
 Contact’s evening telephone: ______ - _____________  ext. _________ 
 
 Contact’s email address: _____________________________________________ 
 
 Requested meeting date: _____/______/________ 
 
 Beginning & ending times: from _____   am /  pm to ____   am /  pm  
 
 Name of meeting: _____________________________________________ 
 
 Size of audience: ________ people (please estimate) 
 
 Group Classification:  A    B1    B2    C    D       
 
 Will you serve refreshments?  yes     no 
 
 Do you need a projection screen?    yes     no    (note: use of audio-visual and projection equipment 
   is negotiated on a case by case basis.  Some fees apply.)                                                                     
 
 
Bring your completed reservation form to the 
library or send it by mail or fax to: 
 
Stephanie McKenna, Circulation Supervisor 
Horsham Township Library 
435 Babylon Road 
Horsham, PA 19044-1224 
Fax:  215-443-2697 
 

 
 
For questions or more information, contact: 
  
Stephanie McKenna, Circulation Supervisor 
Telephone: 215-443-2609, ext. 207 
 

 
 
 

February 2009

Date received: ___/___/_____ 
Cash  |  Check # ______  Staff init:_____ 
Date returned: ___/___/_____ 
Staff init:_____ 
 

Fee calculation: 
Hourly fee: ____ x Hours ____ 
= $__________ 



 

Group 
Classification Group A  Group 

B1  
Group 
B2  Group C  Group D  Group D  

Meeting Room A  No 
charge  

No 
charge  

No 
charge  $20/hour  $35/hour  

$50/hour for use of 
multiple rooms  Meeting Room B  No 

charge  
No 
charge  

No 
charge  $20/hour  $35/hour  

Meeting Room C  No 
charge  

No 
charge  

No 
charge  $20/hour  $35/hour  

Coffee Pot & 
Supplies  $10 per pot  

Equipment  By special request: to be determined on a case-by-case basis  

 










	Horsham Township Library Meeting Room Policy_rev20090610
	FillinMeetRoomResForm_2009June
	Horsham Hold Harmless_20091028135600

	Applicant: 
	Contact person: 
	Mailing address: 
	Area code: 
	Telephone number: 
	Extension number: 
	Evening area code: 
	Evening telephone number: 
	Evening extension number: 
	Contacts email address: 
	Day: 
	Month: 
	Year: 
	Start time: 
	End time: 
	am: Off
	p: 
	m: Off

	am_2: Off
	pm2: Off
	Name of meeting: 
	Size of audience: 
	Refreshments: no
	Projection screen?: no_2


