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Community Room Policy 
As the information center for our community, the Mooresville Public Library (MPL) encourages the free 
expression of ideas essential to a democratic society. One such service the library is able to provide is a 
community meeting room. The Bonita C. Marley Community Room provides the Mooresville/Brown 
Township community with meeting facilities. In keeping with the library board’s philosophy of free 
public service to the community, groups using the room may not charge admission fees or have 
collections for the purpose of making sales. Groups are encouraged to contribute money, materials or 
services to the library. 
 
The Bonita C. Marley Community Room is not for social gatherings, political rallies, religious services or 
personal/family events. Appropriate library behavior is expected. (See Library Behavior Policy) 
The Mooresville Public Library does not promote or endorse the views of a particular group, their 
policies or beliefs presented at a meeting held in the library’s facilities. 
 

1. Qualifying Organizations 
 
A group, organization, governmental agency, or business, whose mission is primarily civically, 
culturally, or educationally oriented, may use the Community Room.  Furthermore, the users’ meeting 
purpose and objectives must be in the public interest of the citizens of Mooresville and Brown 
Township.  Users serving Mooresville or Brown Township will have priority in scheduling, subject to the 
Library’s use priorities as provided herein. 
 
Events, such as author visits, book signings, or book sales hosted by the Friends of the Mooresville 
Public Library or the Library are permitted. 
 

2. General Guidelines 
 
The Bonita C. Marley Community Room is available between 6:00 am and 10:00 pm seven days a week, 
on a first come, first served basis. Reservations for the room are required and need to be made at least 
24-hours in advance. Groups using the community room are guests of the library and their use of the 
space should reflect that understanding. Persons attending activities in the Bonita C. Marley 
Community Room are subject to all library policies. 
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• Groups or organizations making a request for reservations must have one person as their 
designated representative. This representative is solely responsible for all arrangements 
with the library and considered responsible for following all Mooresville Public Library 
policies.  

• A calendar of all events and meetings will be maintained at the library. 
• The Library Director and/or Board of Trustees reserves the right to refuse the use of the 

Bonita C. Marley Community Room to any group or activity that they believe is not in 
concert with the guidelines outlined in the policy. 

• Organizations using the Bonita C. Marley Community Room will receive a copy of this 
policy and must observe this policy to use the room. 

• The seating capacity of the Bonita C. Marley Community Room is 200 persons (100 with 
tables and chairs). 

• Provisions can be made for groups to meet past closing hours. Groups are requested to 
vacate the building promptly at 10 p.m. 

• Each group will be responsible for setting up and returning the Bonita C. Marley 
Community Room to its original condition (A reference photo is posted in the Bonita C. 
Marley Community Room). 

• Smoking and alcoholic beverages are strictly prohibited on library property. 
• Candles or fire-lighted materials are prohibited. 
• There is no child care service for children in the library for those attending meetings. 

Children must be supervised at all times by adults responsible for their care. 
• The library will not be responsible for any property left on the premises. 

 
The following uses are expressly prohibited of the library’s community room: 
 

• Persons buying, selling, advertising, or trading products or services (other than 
educational services or a paid tutor) for cash or other consideration (except in 
support of the library). 

• Political rallies or meetings, religious services or instruction and personal or family 
events. 

• Items attached to walls, ceiling, windows, doors, or any other library property. 
 
Use of the Bonita C. Marley Community Room must not disrupt other library patrons or 
activities. The Library Board of Trustees reserves the right to review and refuse any reservation 
requests and may demand sufficient time to make proper investigation before granting 
approval. 
 
Any exception to the above General Guidelines must be approved by the Mooresville Public 
Library Board of Trustees. 

3. Reservations 
 
Reservations may be made through the Library’s online room reservation program, by 
telephone, or in person. At the time of the reservation request, the individual or group 



 3 

requesting the room must complete the Bonita C. Marley Community Room Reservation 
Request Form paper or online. Failure to complete or to provide complete and accurate 
information may result in the delay or denial of the request. 
 
Requests are considered in the order in which they are received, subject to the following 
priority levels: 
 
Library use (priority) 
Local non-profit groups/organizations and government agencies 
Patrons and Benefactors 
Local businesses 

• The room may be reserved only by adults 18 years or older. 
• The room may be reserved up to twelve months in advanced with a 

maximum of twelve (12) requests per organization within a twelve month 
period. Special permission for additional requests or consecutive usage will be 
reviewed by the Director and/or the MPL Board of Trustees. 

• Groups or organizations making a request for reservations must have one 
person as their designated representative. Failure to designate a 
representative may delay the reservation process or forfeit the request 
completely. (See section 6). 

Within two business days of making the reservation request, the group representative will be 
notified of the request decision. 

 
4. Cancellations 

An advance notice of 24 hours must be given to the Library in the event that a scheduled use is to 
be cancelled. Failure to provide a 24-hour cancellation notice may result in forfeiture of the 
user’s deposit. If an organization cancels or is a no-show more than two times, future 
reservations will be cancelled and the room will be made available for other organizations. 

5. Responsibilities of the Designated Representative 
The designated representative of a group or organization using the Bonita C. Marley Community 
Room serves as the contact person between the library and the group. The designated 
representative is solely responsible for arrangements with the library and is also responsible for 
the following: 
 

• Ensuring the group’s compliance with all library policies; 
• Providing a completed room reservation request form to the library at least 24 

hours in advance of the proposed use; 
• Providing the deposit or other fees to the library as specified in section seven below; 
• Visiting the library to obtain an after-hours security alarm access code (if applicable); 
• Visiting the community room to determine if available technologies are suitable 

for the group’s needs. 
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The D.R. shall be held personally accountable for any costs associated with the group’s use of 
the community room. 
 

6. Deposits & Fees 
The following deposits and fees apply for groups or individuals using the Bonita C. Marley 
Community Room. As used herein, the “applicant” is a group or individual using the community 
room. 

Deposit 
The library requires all groups or individuals using the community room to pay a $30 refundable 
deposit. The group may designate the $30 as a donation to the library for Community Room 
equipment and maintenance in lieu of a refund.  
 
Cleaning and damage costs, as well as other fees (as explained herein), shall be deducted from 
the $30 deposit, and if the deposit is insufficient to cover these expenses, then the applicant 
shall be responsible for such additional costs. 
 
For Refunds: 
If the designated representative is paying by check: If the event is being held within 7 days of 
the deposit being made, the check will be kept in the safe, with a return date. If the event is 
more than 7 days from the deposit, the check will be deposited into our bank account. A refund 
will be mailed to address on file following the next board meeting, which are generally held on 
the first Monday of the month. 
If the designated representative is paying by cash: the cash is deposited immediately because 
we cannot hold money for an extended period. A check will be issued in the name of the person 
listed on the application. The check will be mailed to the address on file following the next 
board meeting, which are generally held on the first Monday of the month. 

Cleaning & Damage Repair Costs 
The applicant shall be responsible for any and all cleaning costs (or other expenses to 
repair damages) incurred as a result of applicant’s use of the community room. 
After-Hours Facility Use Fee 
Groups or individuals using the community room before or after the library’s operating hours, 
or when the library is closed, shall pay a non-refundable $50 after-hours facility use fee. 

False Security Alarm Fee 
Applicants using the community room outside of the library’s operating hours are provided a 
temporary security code for the library’s alarm system. If the applicant causes a “false alarm” 
to be activated, a $25 false security alarm fee will be charged to the applicant. 
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Serving of Food or Beverages 
If a group or individual using the community room serves food or beverages, then a $30 non-
refundable food & beverage fee shall be charged to the applicant. This fee is in addition to all 
other fees, including the $30 deposit. The $30 deposit cannot be substituted for the food & 
beverage fee. 

Payment of Deposit and Fees 
The applicant shall pay to the library the deposit, food & beverage fee, after-hours facility use 
fee, or other specified fees at the time a room reservation request is made. If this is 
impracticable, the applicant must make such payments within five days of library notification 
that the room reservation request has been approved. Failure to pay this deposit within this 
time period may result in cancellation of room reservation. Payment of the false security alarm 
fee or additional charges assessed for cleaning and damages shall be made within 30 days of 
the applicant’s use of the community room. 

7. Beverages and Food 
Limited kitchen facilities are available for the serving of light refreshments. The Library is 
unable to accommodate the preparation and serving of full meals. Groups using the Bonita C. 
Marley Community Room are expected to place all trash and garbage in trash bags or receptacles 
provided. The area is to be left clean and in its original layout (A reference photo is posted in the 
Bonita C. Marley Community Room). 
 

• Refreshments and non-alcoholic beverages may be served in the Bonita C. Marley Community 
Room, but may not be carried to other parts of the building. 

• Any catering service employed by a group using the Bonita C. Marley Community Room assumes 
the responsibility for the removal of all trash. For the group’s convenience, the Library’s trash 
receptacle, located at the southwest end of the parking lot, may be used to dispose of the 
group’s trash. 

• A fee will be charged to groups serving food and/or beverages to cover the MPL’s additional 
cleaning fees. 

8. Equipment 
The Library is able to offer to the users of the Bonita C. Marley Community Room a projector 
and screen. The Library will do its best to accommodate a group’s request to use our equipment, 
but the group must make its request at the time they make their reservation. If any special 
equipment that is requested less than 24-hours prior to the group’s meeting time the Library may 
not be able to meet their request. 
 
The Library is unable to provide technological support for electronic and multi-media 
equipment. The group’s designated representative is expected to provide such resources as 
needed to use the electronic and/or multi-media equipment requested. 
 
It is the responsibility of the group using the Bonita C. Marley Community Room to set up, 
arrange, and take down any needed chairs and/or tables. The Library and its staff are unable to 
assist in this matter. Prior to vacating the building, it is the group’s responsibility to return the 
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Bonita C. Marley Community Room to its original layout as shown on the reference photo is 
posted in the room. 
 
The group’s designated representative will be responsible for the disappearance and/or damage 
to any and all equipment in the Bonita C. Marley Community Room. 
 

9. Room use during non-business hours 
If a group’s starting and/or ending time for its meeting is outside the Library’s normal operating 
hours, the group’s designated representative must meet, in person, with the Reference/Special 
Projects Coordinator to obtain an access code for the Library’s security system. This cannot be 
on-line or over the phone. 
 
Complete instructions on the use of the Library’s security system will be provided to the group’s 
designated representative, who must obtain the appropriate security codes and instructions at 
least 24-hours before the group’s meeting time. 

10. Lost Items or Personal Injury 
 
The Library is not liable for injuries or damage to people, property, individuals, or organizations 
using the Bonita C. Marley Community Room. 

 
Users must remove all of their personal belongings after vacating a study room or conference 
room. If the user leaves the library premises, they must remove their personal belongings from 
the study room or conference room, even if there is time remaining on their reservation.   

 

 
 
 
 
 
 
 
 
 
 

 
Approved and adopted by the Mooresville Public Library Board on February 1, 1998, reviewed 1994, and revised 

July 7, 1997, August 4, 2003, February 6, 2006, September 5, 2006, and June 2, 2014.  
Reviewed December 1, 2025. Revied and Revised September 14, 2026. 

 
This policy is subject to revision at the discretion of the Mooresville Public Library Board of Trustees. 
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Study Room Policy 
Study rooms are available to the general public. The following restrictions and policies apply to 
the use of these rooms. 

Purpose 
The study rooms are designed to provide a quiet area of study for individual or small groups. 
The fundamental purpose of these study rooms is to provide a suitable environment for 
research, study, and reading.  
Study rooms are not for social gathering. Appropriate library behavior is expected. (See Library 
Behavior Policy) 

Qualifying Organizations 
Individuals and small groups whose purposes are limited to civic, cultural, or educational 
objectives may use the study rooms. For-profit use is permitted under limited circumstances 
consistent with the Library's objective of providing a suitable learning environment for 
research, study, and reading. One example of an approved for-profit use is a paid tutor. 
Preference will be given to Brown Township cardholders, i.e., patrons/ residents living in Brown 
Township and the city limits of Mooresville or current PLAC cardholders. Study rooms may be 
used by cardholders at the discretion of Library staff: 

• students and volunteer tutors (priority)  
• individuals or small groups  
• tutors being paid for their services  
• Persons not living in the Library district.  

The following uses are expressly prohibited of the library community or study rooms:  
• Persons buying, selling, advertising, or trading products or services (other than 

educational services or a paid tutor) for cash or other consideration (except in support 
of the library) 

• Political rallies or meetings, religious services or instruction and personal or family 
events. 

Time Limits 
Study Room Time Limitations.  A study room may be reserved for a two hour period. If no one 
else has reserved or requested the room, the reservation can be extended for another two 
hours. A user can remain in a room after their reservation, if the room is not reserved, with the 
approval of the manager in charge. The user must vacate the room immediately, if another 
person wants to reserve the room. There is an automatic 30-minute block scheduled for room 
sanitizing after each use. 
 
Use by Tutors and Students 
Student cardholders of the Mooresville Consolidated School Corporation, Mooresville Christian 
Academy, or who are home-schooled by a taxpayer in the Mooresville Public Library’s service 
district (Brown Township) may be tutored by paid tutors in study rooms under the following 
conditions: 
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• Tutors being paid for their services may not reserve study rooms in advance, study 
rooms are considered as a first come, first serve in this scenario.  

• Usage by any person may be extended for one hour, for a 2 hour maximum, if no other 
party needs to use the study room.  

• Paid tutors may use a study room for a maximum of 5 hours per week, at the discretion 
of Library staff. Library staff is not permitted to handle private individuals' payments for 
tutors' services.  

Reservations 
Reservations for most study rooms (other than a tutor accepting a fee) may be made up to one 
weeks in advance. At least one study room will be walk-in only with no advanced reservation. 
 
The following Mooresville Public Library Procedures and Policies apply to the study room: 

• Unattended Children’s Policy, Computer Usage; Library Behavior, Circulation Policy 
and library hours. 

• The age restriction requirements are that an adult (18 years or older) must remain in 
the Study Room A and Lower Level Study Rooms with children under the age of 14 
years old.  

• For the safety and well-being of students between the ages of 14-18 years old, only 
Study rooms in the Youth Services area will be available to use. Users must respect 
and follow all Mooresville Public Library Procedures and Policies. No more than two 
students may occupy the room at one time, unless previous arrangements have 
been made with the Director or Youth Services Librarian. 

If a user is ten minutes late for their reserved time and another patron is waiting to use a study 
room, the reservation may be forfeited. 

Locking 
The study rooms will be locked when not in use. Keys are available at the Checkout desk. You 
must register either at the Circulation or Reference desk, or online. A key will be assigned to the 
cardholder and it must be returned to the Checkout or Reference desk after each use. If the key 
is lost or not returned, the borrower will be charged $10.00 for the replacement cost. 

Behavior 
Patrons may be asked to leave if they disturb others or engage in destructive or inappropriate 
behavior. Study rooms are not for social gathering. Users of the study rooms are responsible for 
leaving the rooms in a neat and orderly condition. Failure to do so may result in the denial of 
future requests to use a study room. If users do not follow library policies, the library staff will 
ask users to leave the study room(s).  
Please observe the request that all drinks have lids or caps. These rooms are designed for study 
and research. All trash is to be placed in a designated trash receptacle. Any spills or damages 
must be reported to the staff at the circulation or reference desks.  
If study rooms are vacated for more than 20 minutes, patrons are asked to remove all their 
personal belongings, return the key to the Checkout Desk, and alert Library staff that they are 
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vacating the study room. Items left for longer than 20 minutes may be removed by Library staff. 
The Library staff will secure and label items collected from the study room and place them 
behind the circulation desk. The owner of said items must identify articles in order for the staff 
to release said articles/items.   
The library staff strives to provide a safe environment. If a situation warrants the police to assist 
with behavioral issues, the staff will contact the Mooresville Police Department. 

Lost Items 
The Library is not responsible for the loss of or damage to personal items in study rooms or 
elsewhere in the library. 
 
Approved and adopted by the Mooresville Public Library Board on February 06, 2006; reviewed 
& revised June 2021; reviewed and revised December 1, 2025; reviewed and revised September 
14, 2026. 
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