TOWN OF ENFIELD

Henry Dutcher, Director
Mary Palomba, Assistant Director

July 1, 2011 — June 30, 2012
Application letter:  Enfield Public Libraries 2011-2012
Dear User:

The Enfield Public Library’s and Pearl Street Branch Library’s Community Rooms are available
to all Enfield residents for nonprofit purposes at no fee. Fundraisers may not be held. Programs
and meetings must be open to the public and no fee can be requested. Please see attached
Enfield, CT Use of School & Town Facilities requirements, specifically Section H.,
Insurance & Liability.

Since there is no custodian available to clean and secure the building, it is incumbent upon each
group to restore the room to its original condition. This includes setting up and
returning all chairs, tables and other items to their proper places. It
is especially important that chairs be returned to racks the proper

way. Stacking chairs improperly can cause injury to individuals.
This also includes any vacuuming of debris that may have fallen to the floor during the course of
the meeting and/or program. A vacuum can be made available for use.

Please be aware that prior to 9:00 p.m. handicap bathroom facilities are available with baby
changing table and diaper pail. After 9:00 p.m. wheelchair users cannot exit the building and
there are no handicap accessible bathroom facilities available.

The lights must be off if your group leaves after 9:00 p.m. from Enfield Public Library. Please
alert one member to be responsible for knowing how the automatic doors operate. This is very
important to insure the building’s security. Also, there is absolutely no smoking.

We hope you will continue to enjoy the facility and help us to provide first rate service. Please
specify each meeting date and time, and indicate any equipment that you will need for your
presentation. When conflicts occur we shall contact the groups involved. Remember to include
a copy of your Certificate of Insurance as specified in the Enfield, CT Use of School &
Town Facilities requirements.

Sincerely,

b, FO AN

Department of Libraries

Central Library Telephone (860) 763-7510
104 Middle Rd. Fax (860) 763-7514
Enfield, Connecticut 06082 www.enfieldpubliclibrary.org



APPLICATION FOR USE OF THE COMMUNITY ROOMS AT THE ENFIELD PUBLIC LIBRARY
6/2011

THIS APPLICATION MUST BE SIGNED BY A RESPONSIBLE PERSON AT LEAST TWENTY-ONE
YEARS OF AGE, WHO SHALL ASSUME FULL RESPONSIBILITY FOR ANY AND ALL DAMAGE
TO ANY LIBRARY BUILDING USED, ITS FACILITIES AND EQUIPMENT WHICH MAY BE
INCURRED THROUGH USAGE BY THIS PARTICULAR GROUP.

Date of Application

Date Schedule Requested; i.e., each specific date you are meeting: (please note that if there is a library
program scheduled, we will be unable to grant your use of the room on specific dates)

PLEASE NOTE THAT LIBRARY PROGRAMS TAKE PRECIDENT OVER OUTSIDE PROGRAMS &
WE MAY HAVE TO ADJUST YOUR DATE SELECTION ACCORDING TO LIBRARY SCHEDULES

Hours Requested:
Will Participants use library facilities beyond the Community Room? NO YES
If YES please explain:

Name of Organization:

Expected Attendance: Kitchen: No Yes Not after 8:30 p.m.

Purpose of Organization:

Responsible Applicant:

Address:

Home Telephone Work Telephone

Since there is no custodian available to clean and secure the building, it is incumbent upon each group to
restore the room to its original condition. This includes Setting up and returning
all chairs, tables and other items to their proper places. It is
especially important that chairs be returned to racks the
proper way. Stacking chairs improperly can cause injury to

individuals. This also includes any vacuuming of debris that may have fallen to the floor during
the course of the meeting and/or program. A vacuum can be made available for use.

Signature

It is understood that the use of the Community Room shall be subject to terms and conditions contained in
the attached Rules and Regulations for use of Community Rooms — Enfield Public Library.

For library use only:

Approved:  Yes No _ Certificate of Insurance Received: Yes No
Authorized Signature
Date:

Please mail this form with exact dates and signature to: ~ Enfield Public Library
104 Middle Road
Enfield, CT 06082




ENFIELD, CONNECTICUT USE OF SCHOOL & TOWN FACILITIES

A. Policy Statement

Subject to section 54-1 et seq. of the Town Code, the Town Council and the Board of Education may
permit the use of any Facility for nonprofit, educational or community purposes outside of the business
day. )

B. Definitions

1. Administrator for the School means a Principal or his or her designee; for the Town this means the
Director or his or her designee.

2. Associated Costs means, but is not limited to, fees for the services of any custodial personnel, field
monitoring or setup. personnel, utilities, supplies, security personnel or other personnel deemed by the
responsible Administrator to be necessary in connection with the use of School Facilities. Such costs shall
be at the rates set forth In the fee schedule. Rental fees and/or assoclated costs otherwise applicable may
be walved by the Town Manager or Superintendent of Schools if such walver s deemed by the Town
Manager or Superintendent of Schools to be in the best interest of the Town or the School, respectively.

3. Business Day for a School facility means Monday through Friday from 7:00 AM to 3:00 PM during the
School year, not Including holidays or approved School vacations; for a Town Facility means Monday
through Friday, from 7:00 AM to 5:00 PM, not including observed holidays.

4. Community purpose means that which may serve or benefit the Town’s residents in some manner.

5. Facility means, but is not limited to, any building, meeting room, conference rbom, athletic field,
cafeteria, gymnasium, pool, park, playground, recreational area, owned or maintained by the Town of -
Enfield or the Enfield Board of Education. .

6. Non-profit means an organization recognized as such by the State of Connecticut or U.S. Internal
Revenue Code.

7. Resident means an individual whose domicile is the Town of Enfield and shall include othér legal
entities located within the Town. ‘

8. School Year means that period of time beginning on the first day that School Is in session and ending
on the last day that School Is in session and includes School year vacations.

C. Establishment of Rules and Procedures

The use of any Facility for nonprofit, educational or community purposes outside of the business day shall
be governed by the following rules and procedures, and shall be subject to such restrictions as the Town .
Manager or Superintendent of Schools or their designee(s) consider(s) expedient. This policy Is read in
conjunction with section 54-1 et seq. of the Town Code. If there Is any conflict between this policy and the
Town Code, the Code provisions will prevail. I :

Conslstent with this policy, the Town Manager and Superintendent of Schools shall promulgate .

~ Administrative Regulations and associated forms for the use of buildings and Facilities. Since the primary
purpose of public school Facilities is for public educational activities, including athletic events, such
activities will have priority over all other requested uses of School premises.

D. Application Procedures

An application for use of a School Facility shall be submitted to the School Administrator during the School
year. In the absence of the School Administrator, and during summer vacation, the application shall be
submitted to the Facilities Director. . ‘ '













