City Hall Art Gallery Public Use Policy
Purpose:
The City Hall Art Gallery is a public space dedicated to showcasing local and regional art. This policy outlines guidelines for public access and private use of the gallery to ensure equitable access, appropriate use, and operational efficiency.

Public Access Hours
The Art Gallery is open to the public for viewing and enjoyment during the following hours:
· Tuesday, Thursday, and Friday: 10:00 AM – 4:00 PM
· Closed on Wednesdays due to court scheduling.

Private Use and Meeting Reservations
Members of the public may reserve the Art Gallery for private use or meetings under the following conditions:
· Available Reservation Time:
Monday: 9:00 AM – 4:00 PM. Reservations must be made by contacting the City Hall Receptionist at least 3 business days in advance of the requested use. A written request must include the name of the person requesting, purpose of meeting, telephone number and email.   The city will provide written confirmation within 2 business days of receipt of request. 
Equipment available:  Tables, Chairs, podium/table, basic sound system.
· Additional Meeting Times:
Requests for meetings outside of the designated Monday hours may be considered on a case-by-case basis, subject to:
· Approval by the City Manager
· Availability of City Hall staff
· Reservation Limits:
· No more than three hours may be reserved in a single day.
· Reservations may not be made more than three months in advance.
· Maximum capacity is 25.
· The user must supply his or her own laptop, HMDI Cable, Presentation Clicker, extension cord, and any other meeting materials required (i.e. flip charts, easel and markers).
· The room is configured to permit a large group meeting and will not typically be re-arranged.  Requests may be considered on a case-by-case basis.
· Prohibited Uses:
· The Art Gallery may not be reserved for birthday parties or similar celebratory events.
· Amplified sound/music is not permitted. 
· Other than water, coffee or tea, food and beverages are not permitted.
· Nothing can be displayed or hung on the walls or doors.

Art Handling and Photography
· Handling of artwork is strictly prohibited.
· Photography of artwork is not permitted under any circumstances. Flash photography is prohibited.
· Personal/family photos in the gallery space is permitted if artwork is not the focus. 

General Guidelines
· All users must respect the integrity of the artwork and the gallery space.
· Setup and cleanup must be completed within the reserved time.
· The City reserves the right to deny or cancel reservations that conflict with city operations or violate this policy.
· Groups in excess of 25 individuals must provide proof of event/liability insurance coverage.
· All users must sign a waiver accepting responsibility for damages.
· The City is not responsible for personal property of any user. 
