
Ridgefield Free Public Library 

Meeting Room Policy and Regulations 

The Library Meeting Room supports the educational, civic, cultural, and charitable activities of the Ridgefield community. Priority is given to 
Library-sponsored programs, Ridgefield Borough Council meetings, and official Borough boards and committees. Use of the Meeting Room 
does not imply Library endorsement of any organization, program, policy, or viewpoint. 

The Library Director, Assistant Director, Librarian-in-Charge, and Board of Trustees may approve, deny, modify, or cancel Meeting Room 
reservations, with some uses requiring Board approval. All decisions are made without regard to viewpoint and in compliance with federal and 
New Jersey law. 

The Meeting Room is available to Ridgefield-certified nonprofit organizations of a civic, cultural, charitable, or educational nature. At least sixty 
percent (60%) of the organization’s membership must be Ridgefield residents. 

The Meeting Room may not be used for: private, commercial, or for-profit purposes, business meetings, except where incidental to an 
educational, civic, or cultural program, religious worship services or religious instruction where participation in worship is the primary purpose 
of the gathering, meetings held for the purpose of supporting or opposing a specific political candidate, political party, or ballot campaign 

Application and Reservations 

Applications must be submitted in writing using Library-provided forms no fewer than two (2) weeks and no more than four (4) weeks prior to 
the proposed date. Exceptions may be granted by the Director. Standing or recurring meetings are not permitted. Each meeting requires a 
separate application. 

Fees, Sales, and Solicitation 

No fee is charged for eligible Ridgefield organizations. Sales, fees, dues, donations, or solicitations are strictly prohibited unless explicitly 
approved in advance by the Board of Trustees. Any use involving the exchange of money requires Board approval. 

Public Access and Monitoring 

●​ All meetings must be open to the public, except for Library, Borough, or official governmental meetings as permitted by law. 
●​ Library staff and Board members may access and monitor meetings solely to ensure compliance with this policy. 

Hours, Occupancy, and Supervision 

●​ Meetings may be held only during regular Library hours and must conclude at least thirty (30) minutes prior to closing. 
●​ Maximum occupancy is 100 persons, per Fire Department regulations. 
●​ Youth groups must be supervised at a minimum ratio of one (1) adult per ten (10) children. The Librarian-in-Charge has authority to 

cancel meetings with inadequate supervision. 

Conduct and Use Restrictions 

Groups are responsible for room setup, cleanup, and returning furnishings to their original condition. Noise levels must be appropriate for a 
library environment. 

The following are prohibited: 

●​ Smoking, alcohol, or refreshments 
●​ Damage to Library property 
●​ Use of tape, glue, nails, or similar materials 
●​ Storage of materials at the Library 

Library equipment may be used when available; groups must provide a competent operator. Library staff will not operate equipment. 

Signage and Use of Library Name 

●​ The sponsoring organization’s name must be posted on the Meeting Room door. 
●​ Organizations may not use the Library’s name or address as their headquarters or imply Library sponsorship or endorsement. 

Safety, Responsibility, and Enforcement 

●​ Emergency exits must remain unobstructed at all times. Exit procedures shall be announced at the start of each meeting. 
●​ The sponsoring organization assumes full responsibility for participants and guests and is liable for any damage caused. 
●​ The Library Director, Assistant Director, Librarian-in-Charge, or Board member may terminate any meeting that violates this policy. The 

Library Board will deny future use for non-compliance of the Meeting Room Use and Policy.  
●​ The organization agrees to indemnify and hold harmless the Ridgefield Free Public Library, the Borough of Ridgefield, and their 

trustees, officers, employees, and agents from all claims, losses, and expenses arising from use of the Meeting Room. 
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RIDGEFIELD LIBRARY MEETING ROOM APPLICATION 
 
Today’s Date: ________________________________ 
 
Name of Organization: __________________________________________________________ 
 
Address of Organization: ________________________________________________________ 
 
Purpose of Function of Organization: ______________________________________________ 
 
Topic/Purpose of Meeting: _______________________________________________________ 
 
Expected Attendance: ________________ Date of Requested Meeting: __________________ 
 
Requested Time and duration of Meeting: From: ________________ To: __________________ 
Equipment being brought by applicant: _____________________________________________ 
Equipment requested to use from library: ___________________________________________ 
 
Additional information: __________________________________________________________ 
____________________________________________________________________________ 
____________________________________________________________________________ 
 
Name of Applicant: ____________________________________________________________ 
Phone Number of Applicant: _____________________________________________________ 
Address of Applicant: ___________________________________________________________ 
 
Email address of applicant: ______________________________________________________ 
 
------------------------------------------------------------------------------------------------------------------------------- 
 
It is hereby understood and agreed that, if this application is granted, the undersigned will assume all and exclusive 
liability for the preservation of order, and the sole and exclusive liability of any injury to persons, and any damage to, or 
loss of property that may result from this use; the program is for the information purposes only and not to solicit sales; 
and for the due observance of all regulations of the Board of Trustees of the Ridgefield Public Library. 

The organization agrees to indemnify and hold harmless the Ridgefield Free Public Library, the Borough of 
Ridgefield, Library Board of Trustees, Library Director and Library employees, and agents from all claims, 
losses, and expenses arising from use of the Meeting Room and Library Facilities, in general.​
 

Signature: __________________________________________Date: _____________________ 
(Applicant) 
 
Please return this form to VIA EMAIL TO: RFLDAdmin@ridgefield.bccls.org 
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