
Highlands Community Room Policy 

Topsham Public Library provides its Highlands Community Room as a public service for 
community use. Non-profit organizations, local businesses and private groups may use the 
Community Room for training events, informational sessions, meetings or other functions.  

The Community Room can accommodate up to 150 people standing or approximately 100 
seated. Groups wishing to reserve the room must submit a Highlands Community Room 
Request Form, available at the library or on the library website. The form must be signed by an 
authorized representative of the group, age 21 or over, who agrees to take responsibility for 
the group’s use of the room. 

Groups eligible to use the Community Room 

1. Topsham Public Library 
2. The Friends of the Topsham Public Library 
3. The Town of Topsham or any of its Departments (for official Town-related business) 
4. School Admin. District 75, or any of its Departments, or any association of home-

schooling families who live within District 75 (for school-related business) 
5. Any federal or state agency 
6. Not-for-profit organizations 
7. Businesses and private groups 

Fees for use of the Community Room 

Room use fees will be calculated according to the following guidelines. In extenuating 
circumstances, fees may be waived at the discretion of the Director.  

• Groups 1-5 above: free of charge 

• Group 6 above: $30 for the first hour, plus $20 for each subsequent hour or portion 
thereof 

• Group 7 above: $125 for the first hour, plus $100 for each subsequent hour or portion 
thereof 

Planning and scheduling the Community Room 

The Community Room is available for use during regular library hours. Groups must vacate the 
room completely by 15 minutes before closing time. 

Groups are responsible for setting up the room before their meeting and returning the room to 
its original state afterwards. The time reserved and paid for must include adequate time for 
room set up and break down. 



Light refreshments or potluck-type meals may be served with advance permission of the 
Director only. Alcoholic beverages are prohibited. 

The library’s audiovisual equipment may be used if it’s available. Groups planning to use the AV 
equipment must designate one member to take responsibility for the understanding and 
operation of the equipment during the program. Staff may provide training or orientation if 
needed, but this must be arranged, and in some cases may need to take place, before the day 
of the program. 

Unless other arrangements have been made, once the library has confirmed the room’s 
availability and what room use fees will apply, applicants in Group 6 & 7 will have up to three 
(Mon-Fri) business days to confirm their reservation by submitting payment. If payment is not 
received within three business days, the room hold will be deleted. 

Reservations may be made no more than six months in advance.  

No organization in Groups 6 or 7 may use the Highlands Community Room more than six times 
in a calendar year. 

Groups should cancel their reservation by contacting the library as soon as they no longer need 
the room. Cancellations occurring within 48 hours of the meeting will result in the forfeiture of 
fees. If a program is cancelled due to inclement weather, reasonable accommodation will be 
made for rescheduling. 

Room use outside regular library hours 

The Community Room may be used outside regular library hours with advance permission of 
the Director only. When permission is granted, Groups 6 and 7 above will be charged an 
additional fee according to an established fee schedule. 

Rules for use of the Community Room 

Unless otherwise specified, the room must be returned to its original condition before the 
group leaves. This includes, but is not limited to, placement of furniture and cleanliness. The 
library will charge the group for any labor or materials required to clean or repair the room or 
equipment, or to otherwise return the room to its original condition, after the meeting. 

If a group’s intended use of the room is by individuals under the age of 18, at least one 
individual age 21 or older must be present for every five individuals under 18. 

Any physical (non-seated) activities that occur should be safe and appropriate for a gallery 
space that may have artwork displayed on its walls. 

Affixing banners, signs, artwork or other materials to walls or fixtures is prohibited without 
advance approval of the Director. 



The use of candles, glitter, confetti, and bubbles is prohibited. 

Groups must provide their own supplies.  

Any group that abuses the facility or violates any of these rules may be asked to leave the 
premises and may be prohibited from using the facility for at least one year following the 
violation. After one year, if the group wishes to request the reinstatement of its Community 
Room privileges, it will need to apply to the Board of Trustees.  

Library’s right to cancel 

The library does not endorse, support or approve of any messages, ideas or products promoted 
by groups using the Community Room. However, it is expected that use of the room by outside 
groups will not be detrimental to the room’s other functions as the library’s main programming 
space, a gallery space, and as part of a larger community space intended to provide a safe and 
welcoming environment for all members. 

In unusual circumstances, the library reserves the right to cancel a reservation if the room will 
be needed to host a library- or town-related function for which there is no viable alternative 
venue.  

More generally, the library reserves the right to cancel or deny a reservation in any case where 
it becomes apparent that a group’s intended use of the room may be detrimental to any of the 
room’s other functions listed above. 

In cases where the library cancels a reservation, room use fees will be refunded. 

Library staff responsible for administering this policy; Appeals 

The Library Director is responsible for administering this policy and scheduling meetings in the 
Highlands Community Room. The Director may designate any other employee to administer the 
policy and schedule meetings. If a group wishes to appeal any decision of the Director, the 
group must write a letter to the Board of Trustees. The letter must include all relevant 
information regarding the request. The Board of Trustees will consider the appeal at its next 
regular meeting. The group appealing may be present at that meeting to answer questions. 
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