
 

Meeting Room Policies and Procedures 

 

APACHE COUNTY LIBRARY DISTRICT 
CONFERENCE AND COMMUNITY ROOMS POLICY & PROCEDURES 

 
Apache County Library District has five libraries with conference and or community rooms available for 
public use including the Alpine, Concho, Round Valley, St. Johns, and Vernon Public Libraries.   
  

Eligibility for Reservations:   
The following groups can reserve and use the library conference rooms:  

• Government departments (federal, state, local, tribal)  
• Utilities companies 
• Educational/Literacy Organizations  
• Community-based, Civic, and Volunteer groups  
• Non-profit/Not-for-Profit organizations   
• Authors selling their published works 
• Political parties (non-campaign events)  

  

Prohibited Uses:   
• Rooms may not be used for personal events, activities with fees, or commercial 

enterprise.   
• No admission fees, products/services sales are allowed on library property.   
• No political campaign activities, signature gatherings, and material distribution may 

occur anywhere on library property. 
 

Scheduling Priorities  
• Reservations will be made on a first-come, first-served basis after considering library 

events, county and other government, education, and non-profits functions.  
• Non-profits meeting monthly may keep an application on file for six months.   
• No events will be scheduled on legal holidays.  

 Approval of an application by the library does not constitute an endorsement of the event, 
nor any ideas and information conveyed by the sponsoring organization.  No group using the 
conference room(s) should attempt to infer an endorsement by the library in its advertising, 
nor should it use the library's address as the group's address.  Reservations may be cancelled 
in advance of any reservation where this regulation is violated. 

 
Community & Conference Room Availability  
Community Rooms  

 Branch   Hours of Availability  
  

 Assembly Capacity   Square Feet   

 Alpine   Monday – Saturday 9a.m.-9p.m  23  460  

 Concho   Monday – Saturday 9a.m.-9p.m  23  350  

 Vernon   Monday – Saturday 9a.m.-9p.m  25  436  
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Community Rooms (cont’d) 

 
Conference Rooms (available during business hours only) 
 
 

 
Application Process 

• Applications can be obtained at a library’s circulation desk or it’s website.   
• A completed application should be submitted at least two weeks in advance of an event 

to the Alpine, Round Valley, and St. Johns libraries, or at least one week in advance to 
the Concho and Vernon Libraries for approval.    

• Reservation requests must be made by individuals aged 21+ or older. The applicant is  
legally responsible for any damage or contract breaches.   

• Event hours should include set-up and cleanup.   
• Youth organizations must have an adult (21+) present for every 10 youth in the 

community rooms with no unattended minors.    
- Applications must Include names and addresses of all adults attending youth 

events.   
• Deposits may be required for keys and cleaning and must 

be submitted after application approval.  (See Deposits, Fees, and Insurance).  
•   Applicants will be notified if an application has been approved within five business days 

of submitting the application.  

Branch Hours of 
Availability 

A/B               
Room    

Square Feet 

A / B    
Room 

Capacity 

A + B  
Room Square 

Feet 

Room A + B 
Capacity 

Round         
Valley 

Monday – 
Saturday    

9a.m.- 9p.m 

  

636  37  1,273  75  

St. Johns Monday – 
Saturday 

9a.m.- 9p.m 

 

636  37  1,273  75  

Branch Room 1        
Square Feet 

Room 1 

Capacity 

Room 2        
Square Feet  

Room 2 

Capacity 

  

Round Valley 116  4  116  4  

St. Johns 116  4  116  4  

Vernon 110  4  

 Room 3 
Square Feet 

Room 3      
Capacity  

St. Johns 166 10   
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Denial of Applications  
The Library District reserves the right to deny an application if: 

• The proposed activities may be harmful to people, equipment, and/or facilities, 
or violates city, county, state, or federal policies/regulations.  

• The applicant/organization has prior history of violating library policy. 
 

Deposits, Fees, and Insurance  
The use of the public libraries’ community rooms is free to eligible organizations.  Deposits, insurance, 
and other fees may apply.     
  

• Liability insurance of $1,000,000 is required for: 
   - Events taking place outside of regular business hours, 
   - Events that may be deemed higher liability by the library.    

• There is a $200 key deposit for events occurring outside of regular library          
hours.  The deposits will be refunded once keys are returned.  

• Key deposit is forfeited if keys are lost or not returned.  
• Events taking place after business hours on Fridays and Saturdays also require an 

additional $50.00 deposit. 
• A $200 cleaning deposit is required for events with food or drink.   

 
Cancellation of Reservation   

• Organizations may cancel their reservations by promptly notifying library staff, enabling 
others to access the space.  

• If an organization uses the space for any portion of scheduled time, the requirements of 
the contract remain in effect. 

• The key deposit will be refunded upon key return.    

  

Room Usage and Library Rights  
• The library may cancel reservations for, including but not limited 

to, application violations, false information, safety concerns, event threats, false 
advertising, or non-compliance with staff requests.     

• Reservations can change due to emergencies in the Library District or government 
levels.  

• If any part of the scheduled room is used, application requirements still apply.  
• The library has the right to monitor any event on library property. 
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