
LIBRARY COMMISSION 

Main Library Meeting Room 

835 C Street, Hayward, CA 94541 

November 16, 2015 

6:30 PM 

 

A G E N D A 

 

1. Call to Order 

 

2. Pledge of Allegiance 

 

3. Roll Call 

 

4. Approval of Minutes  

 

5. Public Comment 

 

This section provides an opportunity to address the Library Commission on items listed on the 

agenda, as well as other items of interest. The Commission welcomes comments and requests that 

speakers present their remarks within established time limits. (Individual comments are set at a 

3-minute time limit; comments on behalf of a group are set at a 5-minute time limit.) As the 

Commission is prohibited by State law from discussing items not listed on the agenda, your item 

will be taken under consideration and may be referred to staff. 

 

6. New Business 

a. Discussion of Library Meeting Room Policy 

 

7. Reports 

a. Director of Library and Community Services 

b. Friends of the Hayward Public Library 

c. Library Commissioners 

d. City Council Liaison 

 

8. Agenda Building 

 

9. Adjournment 

 



 
 

LIBRARY COMMISSION 
 

MEETING MINUTES 

REGULAR MEETING OF OCTOBER 19, 2015 

MAIN LIBRARY MEETING ROOM 

835 C STREET, HAYWARD, CA 94541 

 

I. CALL TO ORDER. 
 

Commissioner McAllister called the meeting to order at 6:30pm.  

 

II. PLEDGE OF ALLEGIANCE. 

 

All in attendance recited the Pledge of Allegiance.  

 

III. ROLL CALL 

 

Present: Bufete, Lowe, McAllister, Murillo, Reynoso, Rogers, CM Jones 

Absent:  Bergeron 

Staff:  Sean Reinhart, Director of Library and Community Services 

   Rachael McNamara, City of Hayward Analyst 

   Lindsey Vien, Education Services Manager 

  

IV. APPROVAL OF MINUTES FROM JUNE AND SEPTEMBER 2015 MEETINGS 

Motioned by Commissioner Bufete to approve the June 2015 Library Commission 

Minutes: seconded by Commissioner Reynoso: motion passed 5-0-1. 

 

Motioned by Commissioner Lowe to approve the September 2015 Library Commission 

Minutes; seconded by Commissioner Reynoso; motion passed 6-0-0. 

 

V. PUBLIC COMMENT 
Director Reinhart reintroduced Lindsey Vien, Education Services Manager to the 

Commission. 

 

VI. NEW BUSINESS –  

NEXT  STEPS IN THE 21
ST

 CENTURY LIBRARY AND HERITAGE PLAZA PROJECT AND  

ELECTION OF COMMISSION CHAIR AND VICE-CHAIR 

Motioned by Commissioner McAllister for the current slate of Chair and Vice-Chair, 
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occupied by Commissioners McAllister and Bufete respectively, be continued for the 

2015-2016 year; seconded by Commissioner Bufete; motion passed 6-0-0. 

 

Director Reinhart let the Commission know next steps on the 21
st
 Century Library 

Project, the first of which is PG&E shifting unground utilities that currently run under C 

Street and the site location.  Policies regarding the on-site café, staffing and meeting 

rooms will start to be developed over the next months.  

 

VII. REPORTS 

Director Reinhart thanked the Commission for their work towards, and attendance at, the 

21
st
 Century Library Groundbreaking Ceremony. Commissioner McAllister reported that 

the Friends intend to increase fund raising activities, specifically activities relating to the 

fundraising campaign for 21
st
 Century Library programing needs. Commissioner Bufete 

also commented on the Groundbreaking Ceremony. Council Member Greg Jones echoed 

previous compliments on the Groundbreaking ceremony. CM Jones also stressed that he 

hopes to work to find a way to have the new library open seven days a week.  

 

VIII. AGENDA BUILDING 

 -21
st
 Century Library Project Updates 

  -Meeting Room Use and Rental Policies 

  -Heritage Plaza Programming and Planning 

  -Staff Programming 

 

IX. ADJOURNMENT.  

The meeting adjourned at 7:00 pm.  



HAYWARD PUBLIC LIBRARY 
Application for Use of Meeting Room 

 
__________ Hayward Main Library    __________ Weekes Branch Library 
 
Name of Organization/Group    _____________________________________________________________ 
 
Purpose of Meeting/Proposed Use of Facilities  ________________________________________________ 
 
______________________________________________________________________________________ 
 
Date(s) Needed  ________________________________________________________________________ 
 
Hours Needed  ____________________  through  ____________________ 
 
Number of people expected  ____________________ 
 
Specify any fees to be charged or sales to be conducted  _______________________________________ 
 
Person making request  _________________________________________________________________ 
                     (applicant) 
Address ______________________________________  City  _______________________ Zip _________ 
 
Phone Number  _____________________  (Days)    ________________________  (Evenings) 
   
E‐Mail  _____________________________  FAX  ___________________________ 
 
In consideration of the City of Hayward and the Hayward Public Library allowing our organization to use a Meeting 
Room of the Hayward Public Library, I do hereby certify on behalf of the members of the above organization that 
we do hereby assume the defense of and shall indemnify and hold harmless the City of Hayward, the City’s officers, 
officials, directors, employees, and agents from and against any or all loss, liability, expense, claim, costs, suits and 
damages of every kind, nature and description occurring  in, on, or about  the Hayward Library property area, or 
resulting  directly  or  indirectly  from  our  organization’s  actions  or  inactions  during  or  resulting  from  our 
organization’s occupancy of the meeting room. 
 
I have read the Meeting Room Rules and agree to abide by them. 
 
Signed  ________________________________________________________  Date  ______________________ 
           (applicant) 
========================================================================================== 
FOR OFFICE USE ONLY 
 
Request taken by  _______________________________________________ Date  _______________________ 
 
Approved/Disapproved Comments  _____________________________________________________________ 
 
___________________________________________________________________________________________ 
 
Signed  _________________________________________________  Date  ______________________________ 
 
Title  ___________________________________________________ 
 
This application is NOT approved until signed by a Library Administrator.  This permit is revocable at any time for 
cause by the City of Hayward or its authorized representative. 



Hayward Public Library 
Meeting Room Rules 

 
1. The Main Library meeting room  is available on Mondays, during the hours of 12:00 PM to 2:00 PM.   The John 

and Alice Pappas Legacy Room at the Weekes Branch Library is available during hours the Branch Library is open.  
Preference is given first, to Library related activities and organizations; second, to neighborhood and community 
groups;  third,  to  children’s  and  young  adult  groups;  and,  fourth,  to  non‐profit  groups  and  organizations.  
Applications and  requests  for continued use of  the  room shall be made prior  to  the scheduled meeting date.  
Application  for  use will  be  accepted  during  Library  open  hours,  from  adults  over  18  years  of  age.    Each 
application must specify the address of the applicant, the day and hours of the proposed use and the manner in 
which the room would be used. 

 
2. All meetings held  in Library meeting rooms shall be open to the public (excepting  lawful executive sessions of 

governmental bodies) and recorded  in the Meeting Room Scheduling Calendar. The Meeting Room Scheduling 
Calendars  shall be a public  record and available  to public  inspection  in  the Administrative Office of  the Main 
Library and in Weekes Branch Library. 

 
3. The Library reserves the right to attend any meeting held  in  its  facility  (excepting  lawful executive sessions of 

governmental bodies) to ensure no unlawful activities are occurring on Library premises. 
 
4. The Director of  Library and Community Services  reserves  the  right  to deny any application, place  reasonable 

conditions on meeting room use, or revoke any permission previously granted, if necessary to avoid interference 
with Library service or the needs of Library users afforded a high priority under Section 1 of the Hayward Public 
Library Meeting Room Policy. 
 

5. The Library meeting room may be booked no  later than one month prior to, and no sooner than two months 
prior to the requested date of room booking.  Use is limited to once per month. 
 

6. Maximum  occupancy  of  the meeting  room  at  the Main  Library  is  100.    If  the  room  is  divided  by  partition, 
maximum occupancy is 50 per room. 
 
Maximum occupancy of  the  John and Alice Pappas Legacy Room at  the Weekes Branch Library  is 107.    If  the 
room  is divided by partition, maximum occupancy  in  the northern portion  is 35; maximum occupancy  for  the 
southern portion is 72. 
 

7. Any apparatus,  furniture or equipment moved  into  the meeting  room must be approved by  the Office of  the 
Director of Library and Community Services and must be  removed promptly at  the end of  the meeting.   The 
Library accepts no liability whatsoever for any property left on its premises. 

 
8. Groups may serve light refreshments such as coffee, tea, and/or pastries.  Responsibility rests with the group to 

provide all necessary equipment and clean‐up.  Other food is not permitted.  The use of alcohol is prohibited.   
 
9. Those using the meeting room shall be responsible for setting up and restoring the area after each use.  Tables, 

chairs,  and  a  chalkboard  are  available  for use.   Applicant  and  group  shall be  responsible  for  any damage  to 
equipment or property. 

 
10. Smoking is not permitted in the Library or its meeting rooms, nor is it allowed on any City property, including the 

City‐owned grounds surrounding the Library. 
 
11. No outside group or organization using  the Library meeting  room  shall charge an admission  fee or engage  in 

commercial activities for profit making purposes. 
 
Rev. 5/11 

 



*Alameda County uses the same application and meeting room policy system wide.  Some differ slightly depending if they offer after hour access.   

ATTACHMENT II - COMPARISON OF MEETING ROOM POLICIES  

 

 

 

 

  

 Castro Valley 
Public Library 

Fremont Main 
Public Library 

Livermore 
Public Library 
 

City of 
Oakland 

Main Public 
Library 

City of San 
Leandro 
Public 
Library  

San Lorenzo  
Public Library  

 

Fee Rates Free Free  See Fee Schedule See Fee Schedule See Fee  Schedule Free 

Who Keeps 
Fees 

N/A N/A General Fund  General Fund General Fund N/A 

Room Capacity  
 

150 

 

 

200 

 

86 121 
Varies per 

meeting room 
100 

Who can 
reserve? 

Non 

Profits/Government 

Agencies  

Non 

Profits/Government 

Agencies 

Various Groups 

See Fee  Schedule 

Various Groups  

See Fee  Schedule 

Various Groups  

See Fee  Schedule 
Non Profits 

Reservation 
Frequency 

Once a Month  Once a Month Once a Month  Once a Month  2x a Month  Once a Month 

Hours 
Available 

Open Hours  & 

Limited After Hours 
Open Hours  

Open Hours & 

Limited After Hours 
Open Hours 

Open Hours & 

After  

Open Hours & 

Limited After Hours 

Amenities Projector, Screen, TV Screen/Podium 
A/V Equipment See 

Fee Schedule 
Screen/Podiums  

A/V –See Fee 

Chart  

Projector/Screen, 

TV 

Who handles 
the 

Reservations? 
Reference Desk Branch Manager 

Administration 

& IT for Free Study 

Rooms 

 

Branch/Manager 

Reference Desk 
Reference Desk Reference Desk 

Provides Room 
Setup 

No No No No No No 

Food Allowed Light Snacks Light Snacks  Yes Yes  
Only in large 

Community Rooms 
Light Snacks  



MEETING ROOM FEE SCHEDULES 

 

Livermore Public Library Meeting Room Fee Schedule 

Livermore Fee Exempt Groups: Livermore Public Library, City of Livermore, LARPD, Livermore School District, Las Positas 
College.  

Livermore non-profit organizations with 50% resident membership: 

 $20/hour *  

 $100 per day** for less than 100 users  

 $150 per day for more than 100 users  

Non-resident non-profit groups serving Livermore residents:    

 $25/hour  

 $125 per day for less than 100 users  

 $175 per day for more than 100 users  

Commercial Groups 

 $30/hour  

 $150 per day for less than 100 users  

 $200 per day for more than 100 users  

*Any portion of an hour is considered an hour 
**A day is more than five hours 

Meetings which begin during operating hours may continue after the Library is closed. Other hours available through 
special arrangement. There may be additional charges for equipment use, damage deposits, and library staff attendants 
if needed. 

Equipment Usage Fees: Digital Projector $25, Conference Phone $25, Flip charts/dry erase $15, Microphones $10.  

Civic Center Small Conference Room and Quiet Study Rooms are free and can be reserved up to seven days in advance 

for up to two hours per party. Contact the Information Services desk at 925-373-5505 to reserve one of these rooms. 

 

Oakland Public Library Meeting Room Fee Schedule 

Meeting room fees vary according to the organization booking the room. Meeting room refunds are not available. 

Group 1: Exempt from fees 

 A nonprofit under IRS Code 501(c)(3) and open membership group that is co-sponsored by the Library 
Department. 



 Any City of Oakland Department or governmental agency directly serving residents of Oakland, i.e., Alameda 
County, California, or US government agencies. 

 A non-profit community group from the immediate neighborhood of the facility, whose purpose is the betterment of 
the community, such as Concerned Citizens of Brookfield Village or a Neighborhood Crime Prevention Council. 

 An Oakland Unified School District school-affiliated parent or youth group such as the PTA. 

Group 2: $15.00 per hour 

 An organized club or special interest group that has been granted IRS Code 501(c)(3, 4 or 6) non-profit status with 
open membership, such as the League of Women Voters, private schools or colleges. The group must have a formal 
organization with officers. 

Group 3: $30.00 per hour 

 Other public or private civic, cultural, educational, charitable or political groups not previously mentioned. 

**Meeting rooms vary in capacity size depending on library. Sizes are from 25 to 216.  

 

City of San Leandro Meeting Room Fee Schedule 

RENTAL FEES 

Rental fees are determined by group eligibility and facility used.  Operational costs, liability insurance, and security fees 

may also be applicable.  Minimum rental is two hours.  Hourly rates are not prorated for parts of an hour.  Resident rates 

will be charged to non-profit groups during peak weekend hours. 

**Decided to charge to be consistent with Recreation Parks system.  

I. USER GROUPS 

Users are classified into the following groups for the purpose of determining the applicable fees and charges. 

Group Eligibility A:  Programs administered by or for the City of San Leandro 

Group Eligibility B:  San Leandro non-profit organizations with ten or more members of whom at least 50% are San 

Leandro residents.  (Non-profit fundraising events will be charged for actual operating costs, including staffing, utilities and 

security.) 

Group Eligibility C: Non-San Leandro non-profit organizations which serve San Leandro residents.  (Use of high-

demand facilities will be limited to twice per year.  Fundraising events will be charged for actual operating costs, including 

staffing, utilities and security.) 

Group Eligibility D: San Leandro resident individuals or groups using the facility for private purposes. 

Group Eligibility E: Non-Resident individuals using the facility for private purposes. 

Group Eligibility F: San Leandro businesses with company facility located within the San Leandro City limits. 

Group Eligibility G: Non-San Leandro businesses, commercial groups, non-profit organizations, and all other non-

resident groups 



 GROUP ELIGIBLITY 

FACILITY A B C D E F G 

Trustees Room N/A N/A N/A $50 $75 $75 $85 

Mary Brown Room        

Conference B or C        

Manor Program Room        

Lecture Hall, N/A N/A N/A $100 $120 $120 $140 

Estudillo Room, or        

Karp Senior Meeting Facility        

Kitchen (flat rate) N/A N/A N/A $75 $85 $95 $110 

Karp/Estudillo Combination N/A N/A N/A $150 $200 $200 $250 

  

OTHER FEES: (Fees are the same for all categories) 

- Attendant on Duty $25/hr. 

-Opening/Closing Fee (when needed) $25 

-Liability Insurance Fees determined for each use. 

-San Leandro Police Dept. Security Fee determined by current overtime rates for police personnel 

-Private Vendor Security Fee determined by current hourly rates, nature of event, and 

number of participants -Utilities Fee determined by average current hourly costs 

-Meeting Room Damage Deposit $50 - $250, depending upon room size 

EQUIPMENT RENTAL:  

-Power Point Projector and Screen $50 

-Conference phone $25 

-DVD/VCR Player $25 

-Overhead Projector and Screen $25 

-Slide Projector and Screen $25 

-17” TV/VCR Combo $25 

-Extension cord $10 

-Flip chart with paper and pens $25 

-Flip chart w/o paper and pens N/C 

-Dry erase board with pens $5 

- 50 to 100 cup Coffee Pot $10 

-Wooden easel N/C 

-Piano $50 

 

Cancellation Policy (Rooms) 

a. Full refund of deposit and fees if cancel more than 90 prior to event 
b. If cancel between 90 days and 30 days prior to event, forfeit full damage deposit 
c. If cancel between 30 days and 10 days prior to event, forfeit full damage deposit and one half of all 

fees collected 
d. If cancel less than 10 days prior to event, forfeit all deposits and fees collected 
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