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Rodriguez Annex Use Agreement 
     

Rodriguez Annex Usage Rules 
 
The Rodriguez Annex is available without charge for non-commercial purposes, and at a fee for com-
mercial purposes. Those using it for free may not charge admission; no products or services may be ad-
vertised, solicited or sold. 
  
The Rodriguez Annex may not be used for private social events. 
 
Alcohol or tobacco is not allowed.  
 
Refreshments may be served, provided proper care is given to clean up after the meeting. All trash must 
be removed from premises.  Meals may not be served unless approved by the Library Director. Deposit 
required when meals are served and for all commercial uses.  
 
Meetings of youth groups must have an adult in attendance. 
 
All events must end by 10 PM and clean up done by 10:30 PM. 
 
Do not move chairs or tables up or down the stairs.  
 
Room availability may be checked by phone, but Rodriguez Annex Use Contract must be filled out to 
reserve room. The application form is to be signed by the person responsible for the use of the room. 
Applicants must be at least 21 years old.  Notify a library staff member if a meeting must be canceled. 
 
The applicant is responsible for group behavior and reasonable care of the room. The applicant will be 
held responsible for any damage, and the condition of the room after its use. Applicant must control 
parking and noise problems. 
 
Reservations for meeting room space are on a first-come, first-serve basis. Library sponsored programs 
will have preference. Reservations are made no more than three months in advance. 
 
No group may consider the library its permanent meeting place or use the library as its mailing address.  
 
Keys will be given out no sooner than the day before the event and can be picked up during library open 
hours. Under no circumstances may staff be contacted at home for keys. Keys must be left in designated 
place the day the event ends. 
 
To promote the accessibility of the meeting room to a wide variety of community groups, the library 
may limit meetings for any particular organization. 
 
The library will not provide storage for any group.  
 
Maximum capacity of downstairs meeting room is 54 and upstairs is 206 people.  Please do not exceed 
these limits.  
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Groups using the Rodriguez Annex must not use advertising and publicity which imply that their pro-
grams are sponsored, co-sponsored or approved by the library. 
                                                                                                           
The Library Director and/or designated staff members have the authority to accept, renew, or reject re-
quests for use of the room under the established policy. 
 
If permission for the use of the meeting room is denied, the applicant may appeal to the Director of the 
library; if the Director further denies permission and the applicant is dissatisfied with the reasons of-
fered, an appeal may be made to the Jefferson County Library District Board. 
 
The Jefferson County Library District Board delegates to the Director or his/her designee the authority 
to develop and implement procedures and practices, which carry out the provisions of this policy. Only 
the Jefferson County Library District Board may grant exceptions to the policy. 
  
Failure to comply with these rules will result in loss of deposit and/or withdrawal of Rodriguez Annex 
use privileges. 
  
Possible charges: 
 
Deposit                $150 
Key lost or not returned within 24 hours  $50 
Trash not removed from premises  $50 
Building left unlocked    $50 
Air Conditioner remote not returned   $50 
Room not cleaned    $50 minimum 
 
Rental fees for commercial use: see rental contract. 
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