
    
   

  

    

  

    

 

    

     

    
    

 
 

    
   

        
    

  

    

 

    

    

    

    

 

Operations and Facilities Policy   
HOURS OF OPERATION 

A.      The Libr  ary will     be ope  n   for public     service   during the     following   hours:      
Monday-Thursday: 10:  00   am   - 7:00   pm;   Friday:   10:00   am   – 5:  00   pm      
Saturday : 10:  00   am   – 3:  00   pm   Sunday: Close  d      

 
 

B.      The Libr  ary will     be close  d   on N  ew   Year’s Da  y, Me  morial   Day, F  ourth of July    , Labor Da    y,   
Thanksgiving   Day, and Chr    istmas Da  y. The Libr    ary m  ay   close on othe    r da  ys   as appr  oved   by the     
Library Boar  d.   

C.      The Libr  ary Dir  ector   will   determine the     hours   of ope  ration   on N  ew   Year’s E  ve and Chr    istmas E  ve   
day.   

D.      The Libr  ary Dir  ector, or othe    r de  signated   person, will     close the     Library dur  ing se  vere   weather   
situations; s tate  of e mergency;  or othe r disas ter situa tions.  

Revised July 19, 2016 
Reviewed M  ay   20,   2025   

KEY HOLDER 
A.      Employees   shall   be g  iven a k    ey t  o the     employee e  ntrance   to the     building   at   the   discretion   of the     

Library Dir  ector.    
B.      The loss of a k        ey should     be r  eported t  o the     library   director im  mediately.   
C.      Keys   may   not be duplic    ated   and shall     be sur  rendered   when the     employee’s   employment e  nds.   
D.      The tr  easurer m  ay   have   a k  ey if de    sired.   

Reviewed: May 17, 2022 
Revised M  ay   20,   2025   

DISPLAYS 
A.      The Libr  ary has tw    o displa  y   cases   to e  nhance in  terest in     specific   subjects.   
B.      These displa  y   cases   are   for displa  ying   local   artwork   and c  ollections.   The Libr  ary Dir  ector   can   

authorize othe  r displa  ys   when appr  opriate.   
Revised February 15, 2022 
Reviewed:   May   20,   2025   

LOST & FOUND POLICY 
A.      Hesperia Com  munity   Library will     retain los  t and f    ound   items as de    scribed   below.   
B.      When possible  ,   staff will     contact   the   owner   to in  form him  /her tha  t   a los  t it  em has be    en f  ound   

and not  e ho  w long the       library   will   hold   the   item.    
C.      Valuable it  ems including     identification,   debit/credit   cards, e  lectronics and je    welry will     be he  ld   at   

the   circulation   desk f  or one w    eek,   at   which tim  e   all   unclaimed   items will     be tur  ned o  ver   to the     
Newaygo Coun  ty She  riff’s   Department.    

D.      Loose m  oney   found   at   the   library   will   be he  ld   until   the   close of busine    ss   each da  y if the       amount is     
less   than $20.00.     If unclaim  ed, it will       be dona  ted   to the     Hesperia c  ommunity Libr  ary Fr  iends   
group.   

E.      Loose m  oney   in   an am  ount of $20.00       or m  ore   will   be r  etained   for a pe    riod   of thr  ee   months   and   
then   donated   to the     Hesperia Com  munity   Library Fr  iends   group.   

F.      If unclaim  ed.   Non-valuable   items (such as clothing      ) will     be place  d   in   the   lost and f    ound   bin   
located   in   the   library   in   front of      the   circulation   desk. A  s ne  eded, c  ontents of the    se bins     will   be   
donated   to a loc    al   charity.   

Adopted: May 20, 2025 

SOCIAL MEDIA AND WEBSITE 
A.      Hesperia Com  munity   Library m  aintains   a w  ebsite   and social m    edia pla  tforms t  o c  onnect with its       

patrons b  y in  forming   them of Libr    ary se  rvices and pr    oviding a f    orum   for public     feedback.    
B.      The libr  ary   operates   and m  aintains   social m  edia sit  es   as a public       service   to pr  ovide in  formation   

regarding   Library se  rvices,   programs,   materials, e  vents   and activ  ities.    
C.      Users should     have   no e  xpectation of pr    ivacy whe  n c  ommenting on libr    ary   posts or t    agging the     

library.   
D.      The libr  ary   is not r    esponsible f  or the     content of pos    ts m  ade   by thir  d par  ties,   including   patrons,   

reviewers, adv  ertisers and othe    rs who m    ay   post c  omments.    
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Operations and Facilities Policy  
E.  Public posts by third parties do not reflect the positions of the Library, its employees or any 

individual Board member. 
F.  The library welcomes the comments, posts and messages of other social media users and 

recognizes and respects differences in opinion. However, these social media sites are limited 
public forums and are subject to review by Library staff members. 

a.  The library reserves the right to (but is not required to) remove any comment, post or 
message that it deems in violation of this Policy. 

b.  The library may immediately remove any of the following unauthorized content posted 
on a library social media forum: 

i.      Obscene,   illegal,   sexually   harassing,   threatening or abusiv    e spe  ech or nudity    .   
ii.      Any   post tha  t   affects   the   safety   and se  curity   of the     Library, its pr    operty, pa  trons   

and s  taff or cr    eates   a hos  tile w  ork   environment.    
iii.      Private or pe    rsonal in  formation, including     phone num  bers   and addr  esses, or     

requests f  or pe  rsonal in  formation.    
iv.      Any   statement   by a use    r unde  r a f    alse   name   or an  y   falsification   of ide  ntity.   
v.      Comments,   links   or in  formation   unrelated   to the     purpose of the       limited   public   

forum.   
vi.      Spam or othe    r c  ommercial m  essages.   

vii.      Any   postings   that   would   violate the     Michigan Cam  paign   Finance A  ct,   Library   
Privacy   Act or othe    r Michig  an or f    ederal la  ws.    

viii.      Solicitation   of funds.      
ix.      Any   comment,   post or othe    r c  ontent tha  t   violates an  y   person’s   intellectual   

property r  ights, including     but not lim    ited   to v  iolations   of the     Copyright A  ct.   
x.      Any   information   deemed har  mful   to m  inors   in   violation   of the     Michigan Libr  ary   

Privacy   Act.    
xi.      Any   post tha  t   violates an  y   Library policy  .    

xii.       Any   images, link  s   or othe  r c  ontent tha  t   falls in  to the     above   categories.    
G.  Users are expected to abide by the terms and conditions set by third party social media  

platforms as well as follow appropriate federal and state laws.  
a.  The library enters into agreements with third parties to provide online services, digital 

collections and streaming media content, as well as to improve the website. 
b.  Third-party services may gather and disclose your information, including: Personal 

identifiable information you knowingly provide, information such as your IP address, 
search history, location-based data and device ID, non-personally identifiable 
information, and other data as described in the vendor’s privacy policy and terms of use. 

PUBLIC RELATIONS AND MEDIA 
A.  Points  of Con tact:  

The President of the Library Board of Trustees is the official spokesperson for the Board. The 
Library Director is the official spokesperson for the Library. 

a.  Members of the Library Board of Trustees should refer all requests for information about 
the Library, its policies and operations to the Library Board President. 

b.  Employees should refer all requests for information about the Library, its policies and 
operations to the Library Director. 

B.  Whenever official media statements are required pertaining to library operations (emergencies; 
or policies, procedures, programs, services, positions on district-wide issues, etc.) the Library 
Director will coordinate with local newspapers, magazines, professional journals, radio and 
television stations. Staff are not to provide “off the record” comments to the media. 

Adopted: January 15, 2019 
Revised:   May   20,   2025   

PHOTOGRAPY IN THE LIBRARY 
A.  Hesperia Community Library permits photography and other forms of recording (videography, 

filming, audio, etc.) under the conditions listed below to the extent that it does not interfere with 
the operations, programs and activities of the Library. 
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Operations and Facilities Policy  
a.  Amateur photography and other forms of recording are permitted for patrons and 

visitors provided: 
i.  Photography does not interfere with the operations of the Library or 

individuals using the Library 
ii.  Photos do not capture any identifiable likenesses of individuals without their 

permission or otherwise violate the Library Privacy Act. 
b.  Photographers are responsible for securing the necessary releases. 

i.  Anyone photographing or recording with the library must respect other patrons 
and employees. 

ii.  Do not annoy or harass other persons, engage in loud or disruptive conduct or 
cause a public disturbance. 

B.  No commercial, media photography or recording may occur in the library without prior written 
permission. 

a.  Permission may be revoked at any time if the photographer or person recording fails to 
comply with the terms of this policy or other rules and regulations of the Library. 

C.  Those in attendance of library programs may be photographed by library staff as part of the 
library’s promotional materials. Any patron who does not want to be photographed or have their 
photo shared should notify library staff. 

Adopted: May 20, 2025 

MEETING ROOM POLICY 
A.  Hesperia Community Library has two rooms, the Community Room and the Newfield Room, that 

may be reserved by outside groups wishing to hold an event at the library. 
B.  Below are the rules and conditions under which a room may be reserved: 

○  General Scheduling Information 
■  Reservations will be taken on a first-come, first-serve basis. 
■  Events held in the meeting rooms must begin while the library is open and may 

not extend beyond 10:00 pm.. No keys will be issued. 
■  Meeting room use must not interfere with the normal operation of the Library. 
■  Library sponsored or co-sponsored programs always take priority. The Library 

reserves the right to change or cancel reservations to accommodate Library 
programs. 

■  Organizations who wish to reserve the rooms on a weekly basis must be willing 
to relinquish it whenever there is a request for other programs and meetings. 
The Library Director will make every effort to accommodate as many groups as 
possible. 

○  Applicable Meeting Room Fees 
■  Patrons of the Hesperia Community Library and non-profit groups and 

organizations with demonstrable non-profit status may use the room without a 
fee. 

1.  First time users will still need to pay a refundable $100 deposit. 
■  Business organizations, groups, or individuals that are not exempt as outlined 

above will pay a general public rate of $25 per hour. This fee may be paid with 
a credit/debit card, but will be subject to a card processing fee. 

■  There is a $100 deposit for first-time users, which must be paid either by check 
or cash, and is refundable after the meeting room is inspected for damage, but 
no longer than three business days after the event. 

■  Any time a staff member is needed outside of library hours, a $50 fee will be 
charged. 

○  Reserving a Room 
■  A reservation form must be completed for each meeting room reservation. 
■  Upon submission of the reservation form, groups will receive the meeting room 

checklist which provides the group an outline of the expected condition the 
meeting room will be left in after their use. 
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Operations and Facilities Policy  
■  Groups must sign indicating they received this form. 
■  Failure to adhere to the requirements on the checklist may result in loss of 

deposit or no longer being permitted to reserve a room. 
■  The person reserving the room will be responsible for the condition of the room 

and equipment used. 
■  All equipment requests must be made in writing on the standard Library form 

at the time the reservation is made, and returned after use. 
○  Meeting Room Usage 

■  Groups are responsible for set-up, replacement, and clean-up. Groups may 
NOT set up the day before nor clean the day after the event. 

■  No decorations, either hanging from the ceiling or attached to walls, may be 
used as they are a violation of the fire code. 

■  All garbage and refuse must be removed from the library premises. 
■  Light refreshments may be served. 
■  The Community Room has a small adjacent kitchen equipped with a 

refrigerator. 
1.  Alcoholic beverages and red beverages are prohibited. 
2.  All food must be removed from the kitchen at the end of the event. 

○  Additional Meeting Room Rules 
■  Persons attending meetings are subject to all city ordinances, state and federal 

laws and library policies. 
■  There is no smoking or use of tobacco, including e-cigarettes, in any room in the 

library. 
■  All rooms are subject to video surveillance. 
■  Adults bringing children to meetings must keep the children in the assigned 

meeting room. Children may not sit or play in the corridors or be left 
unsupervised in the Library. 

○  Legal requirements 
■  Organizations may collect ordinary annual dues or donations from attendees 

but may not charge an attendance entry fee. 
■  Use of the public meeting rooms does not imply Library endorsement, and no 

announcement, press release, flyer or other promotion should state or imply 
Library endorsement or sponsorship of the event or the organization. 

■  Groups may not use the Library’s name or address as their own headquarters 
location or store their property at the library between meetings. 

■  Groups using the public meeting rooms agree to indemnify and hold harmless 
the Hesperia Community Library from any suits, actions, claims, or demands of 
nature arising out of or brought on account of any injuries or damages 
sustained by any person as a consequence or result of the use of the room, its 
furnishings, or equipment. 

■  Individual groups or organizations reserving the public meeting rooms assume 
full responsibility for providing and paying for special accommodations that are 
requested by participants in accordance with the Americans with Disabilities 
Act. 

■  Handouts, pamphlets, or other materials may be distributed only to those 
attending the meeting and may not be placed outside the public meeting 
rooms for general distribution or left in the library at the conclusion of the 
meeting. 

C.  The Board President may appoint two trustees to review reservations for groups and 
organizations whose request does not clearly fit the policy. 

D.   Use of meeting rooms is subject to Library Director approval. 
Reviewed A  pril   16,   2024   
Revised:   May   20,   2025   
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Operations and Facilities Policy  
Appendix A  

HESPERIA COMMUNITY LIBRARY 

Meeting Room 
Reservation 

80 S Division Ave Hesperia MI 49421 
231.854.5125 - hesperiali brary.org 

in fo@hesperialibrary.org 

Communlt y Room: 
Capacity 75 

Newfield Room:
Capacity 12 

C  = 
Organization/Group: ----------------------- ­

Authorized Person : 

Ad d ress: 

Phone: _____~ ------------------

______________________ 

Email : 

Oescr lptlon of Event: 

Soeciftc Oatelsl of Eventísl # Of Partlcloants Bealnnlna nme Endina Time 

Rooms can be reserved for 6 months from the date of the request . 

Will you need to use any Library equipment ? L., Projector Laptop c_J 
Notes: 
./ You are responsíble far any damages or cleaning costs that are lncurred by the Library.  
./ You must notify the Library staff if this event i,s canceled .  
./ Your event must start before the Llbrary el oses and finlsh by 10 PM. Keys wlll NOT be lssued . 

./ 	Patrons and Non-proftt groups/organlzat ions may use rooms without a lee . 
./ 	Business organizations,. groups, or lndivlduals that are not e.x:empt will pay a Qeneral public rate of $25 

per hour. There wi/I be a fee for credit/debi t card processing . 
./ 	Deposit of $100 required for first-t ime and one-time users. 

After room in spection deposit refundable vvithin three busines.s days of event . 
./ Each t ime a Library staff member is needed outside Llbrary hours the group wlll be charge<l a $50 fee . 
./ Chairs &. tables that are removed from storage room must be returned to the storage room . 
./ Room should be yacyymcd fl¡nd tab1C$ d cancd 

Signature: 	 Dat e: _____ 

Inltlal that you have recelved a copy of the checkllst: _____ 

Deposit Received: ____ Staff Initials: Date: 

Rental Fee Received: ____ Staff Inltlals: ____ Date: _____ 
May 2025 

mailto:info@hesperialibrary.org
http://hesperialibrary.org
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