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GLOUCESTER LYCEUM AND SAWYER FREE LIBRARY 
PUBLIC SPACES POLICY 

 

The Library’s public spaces are primarily for public service, such as programs, activities, and meetings 
that are coordinated, produced, and hosted by the Library or presented in collaboration with other 
community agencies.  The Library’s public services include those organized by Library staff, the Library 
Board of Trustees, Board Committees, and the Gloucester Lyceum. 
 
When not in use by the Library, certain meeting and study rooms are made available to the general 
public under the Public Spaces Policy Meeting and Study Rooms Terms and Conditions of Use. The 
Library does not limit use of these rooms based on subject or content matter, or beliefs and affiliations 
of the meetings’ sponsors, except when the use is deemed to replicate Library uses.  Use of meeting and 
study rooms under the Public Spaces Policy must also comply with all other Library policies. 
 
For after-hours rental of the Community Room, please refer to the Community Room Rental Policy. For 
use of spaces in the Saunders House, please refer to the Saunders House Spaces Policy. 
 
Meeting and Study Rooms Terms and Conditions of Use 
 
Eligibility 
 
Available meeting and study rooms may be reserved and used by Cape Ann residents and visitors and 
groups of Cape Ann non-profit organizations, educational service providers, government agencies and 
elected officials, religious organizations, and commercial enterprises. 
 
Reservations and room use are available on an equitable basis without restrictions based on race, color, 
religious creed, national origin, age, gender, disability, or sexual orientation and shall not infringe upon 
free speech rights except in accordance with the relevant laws and regulations. 
 
Permitted uses 
 
Available meeting and study rooms are free for civic, educational and cultural uses. 
 
Individuals and groups using the Library’s meeting rooms in the Main Library for free must: 

• Be open to the public 

• Not charge an admission or membership fee, solicit money, collect donations, or sell products 
and/or services.  Library public service events may sell related creative works (books, CDs, etc.).  
 

Individuals using the Library’s study rooms are permitted to use them for personal purposes. 
 
The Library’s meeting and study rooms are subject to restrictions established by the State of 
Massachusetts for the use of public buildings for political use.  Elected officials may hold office hours 
and public forums.  A political party or group may use meeting rooms for an event provided: 

• The event features a guest speaker on a theme or topic and is not a campaign rally 

• No campaign or party/group related buttons, flyers, or posters are distributed in the room or on 
the property. 
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Room Availability 
 
Reservations may be made three months in advance or less. For the Community Room and the 
Conference Room, reservations must be made no later than 7 days prior to the room booking. 
Reservations are on a first-come, first-served basis.  
 
The following table details the time limits for use of meeting and study rooms. 
 

Room Amenities Maximum Reservation Frequency 

Community Room 100 chairs, 10 tables, 
Podium w/microphone, 

projector and screen 

2 hours One reservation per 
month 

Conference Room 12 chairs, 6 tables, 
Display monitor, video 

conferencing 

 
 2 hours 

One reservation per 
week 

Study Rooms 2 chairs, table 
Display monitor 

2 hours One reservation per 
day 

 
All room reservations end 15 minutes prior to scheduled Library closing time. If children aged 11 or 
under are present at a meeting, an appropriate number of adults must be present. 
 
Cancellations 
 
Individuals or groups needing to cancel are requested to contact the Library as soon as possible and, in 
the case of the Community Room, no later than 72 hours in advance of the registered time in order to 
make the room available to others. Room bookings that are not claimed within 15 minutes of the 
registered time will be cancelled. 
 
The Library reserves the right to cancel reservations. Every effort will be made to give at least 24-hour 
notice with the exception of unanticipated emergency situations.  
 
Accessibility 
 
The Sawyer Free Library is fully accessible with ground-level entry to the building from the School Street 
parking lot and a sloped path to the entrance door from Dale Avenue. Automatic door openers are at 
each entrance, and interior navigation paths throughout the building, including the elevator, meet ADA 
width codes. Integrated and dispersed wheelchair seating can be configured in the Community Room. 
An assistive listening system to accommodate people with hearing loss is available in the Community 
Room. 
 
Technology Use and Orientation 
 
Meeting and Study Rooms are equipped with self-serve AV equipment and Wi-Fi internet access. 
For the Community Room and the Conference Room, technology equipment must be explicitly 
requested when the reservation is submitted.  To use technology in these rooms, individuals or groups 
must schedule an orientation appointment with Library staff. This appointment must be completed 
before the event and booked at least 7 days in advance of the reservation. Staff is not guaranteed to be 
available for troubleshooting assistance during the reserved time. 
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Kitchenette Use and Food Service 
 
The Community Room has a small catering kitchenette with a refrigerator and sink available to 
individuals and groups. For local licensed purveyors, access to the kitchenette is subject to prior 
approval by the Library Director or designee.  Caterers must obtain required licenses and permits and 
have an Allergen Aware and Serv Safe Certified individual onsite.  All individuals and groups must adhere 
to Massachusetts Department of Public Health regulations regarding food served at Temporary Food 
Events.  
 
Alcoholic Beverages 
 
Upon approval of the Library Director or designee, alcoholic beverages may be served only by a TIPS® 
(Training for Intervention Procedures) certified bartender. All alcohol service shall comply with state 
and municipal laws, ordinances, and regulations. The group shall provide evidence of insurance for the 
event. 
 
Promotion 

The Library, by permitting individuals and groups to hold an event at the Library, does not in any way 

endorse the event.  Any advertising or promotion of the event may solely refer to the Library as the 

venue for the event (“held at Sawyer Free Library”) and in no way imply that the Library either sponsors, 

hosts, or endorses the individual or the group holding the event.  

The Library does not prepare or issue press releases, promotional materials, or otherwise promote non-
Library affiliated meetings, events and/or programs.  
 
Intellectual Property 
 
The individual or group using the meeting or study room is responsible for securing all applicable 
permissions and licenses for the use, publication, transmittal, distribution, and display of all material 
used at the event, whether written, audio, visual, or audio-visual.  The individual or group is also 
responsible for the payment of all fees, royalties, and other charges that are required to be paid in 
respect of copyright, trademark, industrial design, or any other intellectual property of any kind.  
 
Damages  
 
Groups should exercise all necessary precautions to avoid damage of library equipment, furnishings, 
floor coverings, and other Library property. The group and its designated individual shall be 
responsible for any damage to Library property. Posting or mounting materials on walls, doors, or 
equipment is prohibited. 
 
The Library shall not be responsible for any loss or damage to materials or equipment of the individual 
or group using the meeting or study room. Use of any form of fire or flames is prohibited. 
 
Indemnity 

All individuals and group who reserve and use meeting and study rooms shall agree in writing to 
indemnify and hold harmless the Gloucester Lyceum and Sawyer Free Library, Inc., its Board of Trustees, 
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the City of Gloucester, and Library staff from any claims, suits, or actions of any kind arising from or 
related to any negligent act, omission, or error of the organization resulting in personal injuries or 
property damage arising from or related to the individual or group’s use of the meeting and study 
room(s). 
 
Authority 

The Library Director or designee has the authority to accept, renew, or deny requests for use of meeting 
and study rooms under the established terms and conditions of this policy or any other library policy. 
Appeals may be made in writing to the Library Board of Trustees. The Library Director or designee also 
has the authority to terminate permission to use meeting and study rooms to any individual or group 
who violates this policy. 

 
If, in the opinion of the Library Director, the use of a room by any group presents, or potentially 
presents, a risk of significant disruption to Library users, Library staff, or Library property, then the 
Library Director or designee has the discretion to refuse or cancel use of the meeting or study room. The 
Library Director will consult with the Chair of the Corporate Communications Committee on any 
potential uses that could have significant media implications. 
 

Approved by the Board of Trustees January 28, 2025, amended September 23, 2025, amended January 

27, 2026. 


