
 

 

AGENDA 

Library Advisory Board Meeting  
6:00 PM - Wednesday, July 5, 2023 

Sandy Public Library, Community Room - 38980 Proctor 
Blvd, Sandy OR 97055 

 
Page 

 
1. MEETING FORMAT NOTICE  

 
 1.1. TO ATTEND THE MEETING IN-PERSON: 

Come to the Library Community Room - 38980 Proctor Blvd 

Sandy, OR 97055 

 

TO ATTEND THE MEETING ONLINE VIA ZOOM: 

Please use this link: 
https://us06web.zoom.us/j/81906132831?pwd=TzRVLzF5RStPZXZQRkRlOHAzbHRXdz09 

 

Or by phone: (253) 215-8782; Meeting ID:819 0613 2831  

 

 
2. ROLL CALL  

 
3. APPROVAL OF MINUTES  

 
 3.1. Meeting Minutes   

Library Advisory Board - 01 Feb 2023 - Minutes - Pdf 

Library Advisory Board - 19 Apr 2023 - Minutes - Pdf 

2 - 5 

 
4. NEW BUSINESS  

 
 4.1. Community Room Policy  

Revisions to Community Room Policy 

6 - 11 

 
5. OLD BUSINESS  

 
 5.1. LDAC (Library District Advisory Committee) Update   

 
 5.2. Hoodland Rent Memo Update   

 
6. STAFF UPDATES  

 
7. ADJOURN  
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MINUTES 

Library Advisory 
Board Meeting  

6:00 PM - Wednesday, February 1, 2023 

Sandy Public Library - Community Room 

  

The Library Advisory Board of the City of Sandy was called to order on Wednesday, February 1, 2023, at 
6:00 PM, in the Sandy Public Library - Community Room, with the following members present: 

  

PRESENT: Board Member Alex Steinmetz, Board Member Heather Michet , Board Member 
Kathleen Draine , and Board Member Lynne Pollard, President Friends of Sandy 
Library Dale Hauff 

EXCUSED: Board Member Bethany Shultz, Board Member Dale Scobert, and Board 
Member Cheyenne Holliday 

 STAFF/LIAISON 
PRESENT: 

 Library Director Sarah McIntyre City Councilor Kathleen Walker 

    

 

 AUDIENCE MEMBERS:     

 
 

1. MEETING FORMAT 
 
 1.1

. 
Hybrid meeting: Community Room at Sandy Library or join with Zoom : 

  

You are invited to a Zoom webinar. 

When: Feb 1, 2023 06:00 PM Pacific Time (US and Canada) 

Topic: Library Advisory Board meeting 

 

Please click the link below to join the webinar: 

https://us06web.zoom.us/j/84957559693?pwd=UFVQQmg2ZWhJMDFFMXFRNVB0YnBWUT
09 

Passcode: SA/HOlib 

 

Webinar ID: 849 5755 9693 

Passcode: 23067365  
 

2. ROLL CALL 
 
 2.1.  New Chair of Library Advisory Board 

 

discussion began at Timestamp :01  
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Kathleen  Draine made a motion that Heather Michet act as Chair. Lynne Pollard 
seconded the motion. CARRIED. unanimously.  

 

3. APPROVAL OF MINUTES 
 
 3.1. Meeting Minutes  

 

Discussion began at timestamp 1:00 

 

Kathleen  Draine made a motion accept the minutes as amended. Lynne Pollard 
seconded the motion. CARRIED. unanimously.  

 

4. NEW BUSINESS 
 
 4.1. 2022 Infographic 

 

Discussion began at timestamp 3:25  
 

5. OLD BUSINESS 
 
 5.1. Library District Advisory Committee - update 

 

Discussion began at timestamp 31:13   
 5.2. Hoodland Rent memo - update 

 

Discussion began at 58:00  
 

6. STAFF UPDATES 
 

7. ADJOURN 
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MINUTES 

Library Advisory 
Board Meeting  

6:00 PM - Wednesday, April 19, 2023 

Community Room - Sandy Public Library 

  

The Library Advisory Board of the City of Sandy was called to order on Wednesday, April 19, 2023, at 
6:00 PM, in the Community Room - Sandy Public Library, with the following members present: 

  

PRESENT: Board Member Bethany Shultz, Board Member Kathleen Draine , and Board 
Member Lynne Pollard 

EXCUSED: Board Member Alex Steinmetz, Board Member Heather Michet , Board Member 
Dale Scobert, and Board Member Cheyenne Holliday 

 STAFF/LIAISON 
PRESENT: 

 Library Director Sarah McIntyre, City Councilor Kathleen Walker, President 
Friends of Sandy Library Dale Hauff 

    

 

 AUDIENCE MEMBERS:     

 
 

1.  
 
 1.1. You are invited to a Zoom webinar. 

When: Apr 19, 2023 06:00 PM Pacific Time (US and Canada) 

Topic: Library Advisory Board 

 

Please click the link below to join the webinar: 

https://us06web.zoom.us/j/89526793828 

  
 

2. ROLL CALL 
 

3. APPROVAL OF MINUTES 
 
 3.1. Meeting Minutes  

 

• Discussion began at timestamp 0:22 

• No quorum -  meeting minutes from February need to be approved at our next 
meeting  

 

4. NEW BUSINESS 
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 4.1. Budget Presentation 

 

• Presentation began at timestamp 0:34  
 

5. OLD BUSINESS 
 
 5.1. Library District Advisory Committee update 

 

• Discussion began at timestamp 56:09   
 5.2. Network Budget Update 

 

• Discussion began at timestamp 57:35   
 5.3. Hoodland rent memo progress 

 

• Discussion began at timestamp 59:30  
 

6. STAFF UPDATES 
 
 6.1. No staff updates 

 

• Councilor Walker already discussed City Manager Jordan Wheeler's resignation 
and move to Sisters, Oregon  

 

7. ADJOURN 
 
 7.1. Adjourned at timestamp 107:50  
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Language for Community Room Policy.

Use of the Community Room
C. In publicizing a meeting to be held in a library meeting room, the
sponsoring group must be clearly identified. Renters must not imply
library sponsorship of their program or organization in their publicity.
Implied sponsorship of the Sandy or Hoodland Library may result in
cancellation of the reservation.

J. A laptop and projector are available for use with the rental of the
community room. Any works shown in the Community Room are
considered a public performance. Copyright and Fair Use rules must be
followed. Any showing of copyrighted work where the renter does not
own the copyright and where Fair Use does not apply requires a public
performance license purchased and provided by the renter for use at
the library. Proof of purchase of a public performance license must be
presented to library staff prior to the reservation date.

Full Policy with added sections in yellow:

N. Library Community Room
The Sandy and Hoodland Library community rooms are available for use by groups for
educational, social, cultural, intellectual, or charitable activities benefiting residents of the
Sandy and Hoodland Libraries service areas.

I. RESTRICTIONS

A. Library or City of Sandy programs and sponsored events have priority in the use of
meeting room space. The Library reserves the right to reschedule confirmed meeting
room reservations to accommodate library-sponsored programs and events. Though
highly unlikely, cancellations by the Library can be made 48 hours in advance of
scheduled meetings.
B. No admission fees may be charged or solicited
C. No donations of money or other property may be solicited or collected from the
audience
D. No promotions or sales of services, products, merchandise, materials or other items
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are allowed. However, at a library-sponsored program or event, or on behalf of the
Friends of the Sandy Library, Friends of the Hoodland Library, or The Library
Endowment, authorized sales of services, products, merchandise, materials or items or
solicitations for donations are permitted.

II. RESERVATION RULES AND FEES

Important: Reservation requirements vary depending on the renter’s status as nonprofit,
government agency, for-profit, or individual. Certain entities (see below) must pay $25/hour
for use of the room; All are subject to cleaning fees if the cleaning duties (see Section III) are
not met.

NONPROFIT : A nonprofit organization (NPO, also known as a non-business entity).
A. Reservations by NPOs for the meeting room may be made no more than one month
in advance. Use is granted on a first-come, first-served basis. Use of the meeting room
may be limited to once per month for each renter, due to limited meeting room space.
B. There is no hourly fee for use of the room. However, credit card information must be
provided as security in the event that the room is left damaged or untidy by the renter.
The credit card will be charged a penalty fee of $25.00 if the community room is not left
in good order (See IV. CLEANING DUTIES FOR ALL RENTERS). Additional cleaning fees
may apply. If the credit card information and signed contract are not submitted to the
library at least one week before the date of the reservation, the reservation will be
cancelled.
C. Cancellations must be made at least 48 hours prior to the date of the reservation or a
cancellation fee of $25.00 will be applied to the credit card.

GOVERNMENT: A government covers city, county, state, federal, and entities
authorized by them.

A. Reservations for the meeting room may be made three months in advance. Use is
granted on a first-come, first-served basis. Use of the meeting room may be limited to
once per month for each renter, due to limited meeting room space.
B. There is no hourly fee for use of the room. However, credit card information must be
provided as security in the event that the room is left damaged or untidy by the renter.
The credit card will be charged a penalty fee of $25.00 if the Community Room is not
left in good order (See IV. CLEANING DUTIES FOR ALL RENTERS). Additional cleaning
fees may apply. If the credit card information and signed contract are not submitted to
the library at least one week before the date of the reservation, the reservation will be
cancelled.
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C. Cancellations must be made at least 48 hours prior to the date of the reservation or a
cancellation fee of $25.00 will be applied to the credit card.

FOR-PROFIT : A for-profit entity or business operates in the private sector , with aims
to benefit itself.

A. Reservations for the meeting room may be made one month in advance. Use is
granted on a first-come, first-served basis. Use of the meeting room may be limited to
once per month for each renter, due to limited meeting room space.
B. For-profit entities must pay a fee of $25.00 per hour for use of the Community Room.
Credit card information and signed contract must be submitted to the library at least
one week before the date of the reservation unless other arrangements have been
made with library staff. The credit card will be charged a penalty fee of $25.00 if the
Community Room is not left in good order (See IV. CLEANING DUTIES FOR ALL
RENTERS). Additional cleaning fees may apply. If the credit card information, payment,
and signed contract are not submitted to the library at least one week before the date
of the reservation, the reservation will be cancelled.
C. Cancellations must be made at least 48 hours prior to the date of the reservation to
receive a refund.

INDIVIDUALS: Those not associated with a non-profit, government agency, or
for-profit.

A. Reservations for the meeting room may be made one month in advance. Use is
granted on a first-come, first-served basis. Use of the meeting room may be limited to
once per month for each group, due to limited meeting room space.
B. Individuals must pay a fee of $25.00 for use of the Community Room. Credit card
information and signed contract must be submitted to the library at least one week
before the date of the reservation unless other arrangements have been made with
library staff. Additional fees for cleaning may be applied if the community room is not
left in good order (See Cleaning Duties for All Renters for more information). If the
credit card information and signed contract are not submitted to the library at least one
week before the date of the reservation, the reservation will be cancelled.
C. Cancellations must be made at least 48 hours prior to the date of the reservation to
receive a refund.

III. USE OF COMMUNITY ROOM

A. The renter may use the computer and/or projector with prior arrangement by
selecting the option for computer/projector on the application form. Library staff will be
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available to assist with setup and troubleshooting only during library hours.
B. Light refreshments may be served, but renters may not prepare food on library
property.
C. In publicizing a meeting to be held in a library meeting room, the sponsoring group
must be clearly identified. Renters must not imply library sponsorship of their program

or organization in their publicity. Implied sponsorship of the Sandy or
Hoodland Library may result in cancellation of the reservation.
D. The Hoodland Library Community Room is only available for use during the
Hoodland Library’s hours of operation. The Sandy Library Community Room is
available for use both before and after the Sandy Library’s hours of operation. For
reservations that begin before the library is open, prior arrangements will be made to
let the renter into the library. For reservations that extend after the library’s hours of
operation, the renter must arrive and check in at the front desk before the library is
closed. It is the renter’s responsibility to direct others attending the reservation to enter
through the doors on the west side of the building if the library is closed.
E. The Library is not responsible for answering questions from the public regarding a
reservation. The renter must provide contact information to those attending the event
and direct questions to this contact instead of the Library.
F. With prior approval from library management, the renter may post signs in
designated library locations.
G. The Library is not responsible for theft of or damage to property brought into a
library meeting room.
H. The individual who signs the contract as the renter must be present throughout the
reservation period.
I. Each renter is responsible for ensuring that attendance at its meeting does not exceed
the maximum occupancy (76 at Sandy Library, 24 at Hoodland Library) for the meeting
room as set by the Fire Marshall.

J. A laptop and projector are available for use with the rental of the
community room. Any works shown in the Community Room are
considered a public performance. Copyright and Fair Use rules
must be followed. Any showing of copyrighted work where the
renter does not own the copyright and where Fair Use does not
apply requires a public performance license purchased and
provided by the renter for use at the library. Proof of purchase of a
public performance license must be presented to library staff prior
to the reservation date.
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IV. CLEANING DUTIES FOR ALL RENTERS

Renters are responsible for general cleanup and returning furniture to the way it was found.

Cleaning fees will be applied to the renter’s credit card if the following tasks are not completed
and/or the room is left dirty or damaged.

A. Vacuum the main room. The vacuum is located in the closet.
B. Clean the counters and sink with disinfectant spray. Dishcloths are in the cupboard
above the sink. Disinfectant spray is under the sink.
C. Place all soiled dishcloths in small white container on the counter by the kitchen sink.
D. Empty garbage into dumpsters.

a. At Sandy: dumpsters are located on the southwest corner of the building. Use
the flashlight plugged into the outlet in the kitchen if garbage is taken out after
dark.
b. At Hoodland: dumpsters are located in the enclosure at the apartment

complex next door.
E. Reline garbage cans. Liners are available under the sink or at the bottom of the
garbage can.
F. Wipe off all tables with disinfectant spray.

a. At Sandy: stack tables in the closet.
b. At Hoodland: fold tops up and push next to the cabinets.

G. Stack all chairs on dollies
a. At Sandy: return dollies to closet.
b. At Hoodland: return dollies to the corner of the room.

H. In addition, at Sandy Library:
1. Remove all food from the refrigerator.
2. Sweep the kitchen floor, cleaning up any sticky spots or spills.
3. Put all dirty dishes in the dishwasher – Do not run the dishwasher - Library
staff will run the dishwasher.
4. Leave four tables out, arranged in the configuration below:
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V. APPLICATION PROCESS AND PROCEDURES

1. All reservation requests must be submitted by completing the online application
form .

2. The renter will be notified by email if / when the use of the meeting room has been
authorized.

3. Upon authorization, a contract will be emailed for the renter to sign. Credit card
information and signed contract must be received at the Library at least one week
before the date of the reservation. The reservation is not confirmed until both the credit
card information and signed contract have been submitted to the Library.

Approved by Sandy / Hoodland Library Advisory Board 2/18/2015
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