COUNTY COMMISSION OF JEFFERSON COUNTY

Jefferson County Policies & Procedures
Policy Name: Meeting Room Policy Approved: | Revised 11-21-2013
Policy Number: 906 Author: Keyser
Associated:
PURPOSE:

All meeting rooms in Jefferson County-owned buildings are to be used only for County related
meetings and/or business. All exceptions to this policy must be brought before the Jefferson
County Commission for a vote during its regular meeting. Use of county-owned meeting rooms
does not imply endorsement by the County Commission or staff of the viewpoints presented.

POLICY:

The Jefferson County Commission encourages the widest possible use of county meeting rooms by
government agencies and nonprofit community groups.

All meetings shall be open to the public with the exception of political parties meeting as a
caucus and the groups under their umbrellas as recognized by the State of West Virginia.
Rooms may be used for educational, cultural, informational or governmental/civic activities and
may include public lectures, panel discussions, workshops and other similar functions.

Room bookings are subject to cancellation if the room is needed for county government
business.

Rooms will not be used for personal or family purposes.

Users agree to abide by all regulations of the meeting room relating to the use of the facilities
and accept responsibility for all damages caused to the building and/or equipment beyond
normal wear.

PROCEDURES:

All exceptions to this policy must be brought before the Jefferson County Commission for a vote
during its regular meeting. Organizations authorized to use these rooms are as follows:

County appointed Commissions, Boards and Authorities

Republican and Democratic Executive Committees

Meeting rooms may be used by elected officials (county, state, etc.) for meetings when
it is for a stated public purpose. Any organization or individual using meeting rooms is
subject to being "bumped" if the rooms are needed for any county related business.
County appointed Boards, Commissions, Authorities, etc. will take precedence over any
scheduling conflict.
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County Commission Meeting Room — 200 E. Washington Street, lower level of the Old Charles
Town Library, Charles Town, WV 25414: The County Commission meeting room must be
scheduled through the County Commission Office. The key to the meeting room may be picked
up and returned to the County Commission staff during normal business hours. The applicant is
responsible for getting an alarm code from the County Commission office. The applicant is
responsible for the security alarm. Instructions will be provided as needed.

Groups interested in using the County meeting rooms must first fill out an application form
provided by the Jefferson County Commission.

Proof of Liability Insurance must be submitted with application by the person reserving the
room. Applicants not covered by insurance must sign the provided indemnification form.
Submission of application does not constitute approval.

The County Commission reserves the right to cancel any reservations of the County Meeting

Rooms.

For programs occurring outside of normal business hours applicant is responsible for entry
and/or closure. A $40 deposit is required for any meeting occurring outside of normal business
hours. Payment is due once approval has been granted to use the meeting room. These funds
will be refunded once the key has been returned and the building was secured. Any violation of
this rule could lead to privileges of meeting room usage being revoked. Process for obtaining
and returning the meeting room key is the responsibility of the applicant.

Maximum capacity is 112 people with tables and 171 people without tables.

The group accepts financial responsibility for any and all damage caused to the building or
equipment beyond normal wear. The group contact person will be responsible for any charges

incurred by the group.

No furniture should be removed from any meeting room at anytime.

The group is responsible for leaving the room in the condition in which it was found. Meeting
rooms must be left in acceptable, un-littered condition. Tables and chairs should be returned to

the positions in which they were found.

Microphone Use:
The County Commission has one standard microphone and speaker which you can use if you

wish to do so. You will need to indicate on your request form that you wish to use the
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microphone so we can place it in the room for you prior to your meeting. This basic
microphone can be used free of charge.

Multi-Microphone/Projector Use:

If you wish to use the County Commission’s projector or microphone system for your meeting,
you can do so by paying in advance $35.00 per hour for each hour you will be using the room.
The check should be made payable to Jefferson County Commission and received at a minimum
the day before your scheduled meeting. If you fail to submit the rental payment within four
days of your request, you will not have access to the equipment. You will be provided the
name and cell phone number of the technician who will be managing your equipment needs
once your check is received. We do not allow for you or anyone from your group to utilize our
equipment without someone from our staff being present to set-up and store the equipment

County Commission Courtroom — 100 E. Washington Street, Charles Town, WV 25414: The
County Commission Courtroom is scheduled through the County Clerk's office. Maximum

capacity is 49 people.

The group accepts financial responsibility for any and all damage caused to the building or
equipment beyond normal wear. The group contact person will be responsible for any charges

incurred by the group.

No furniture should be removed from any meeting room at anytime.

The group is responsible for leaving the room in the condition in which it was found. Meeting
rooms must be left in acceptable, un-littered condition. Tables and chairs should be returned to

the positions in which they were found.

Circuit Court Courtroom — 100 E. Washington Street, Charles Town, WV 25414: The Circuit
Court Courtroom may be scheduled through the Circuit Judge’s office. Maximum capacity is

150 people.

The group accepts financial responsibility for any and all damage caused to the building or
equipment beyond normal wear. The group contact person will be responsible for any charges
incurred by the group.

No furniture should be removed from any meeting room at anytime.

The group is responsible for leaving the room in the condition in which it was found. Meeting
rooms must be left in acceptable, un-littered condition. Tables and chairs should be returned to

the positions in which they were found.

Bardane Public Service Center Conference Rooms — 1948 Wiltshire Road, Suite 3,
Kearneysville, WV 25430: All conference rooms located at the Bardane Public Service Center
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must be scheduled through the Extension Office located in the Bardane Public Service Center.
In the event that meetings are held after hours, a responsible employee shall be in attendance.
This employee will be responsible for making sure there is no damage, the meeting room is put
back in proper order and the building and meeting rooms are secured before leaving.

In addition, employees working after normal business hours at the Bardane Public Service

Center are responsible for securing the building.
Maximum capacity for large room is 104 people and the small room.is 36 people.

The group accepts financial responsibility for any and all damage caused to the building or
equipment beyond normal wear. The group contact person will be responsible for any charges

incurred by the group.

No furniture should be removed from any meeting room at anytime.

The group is responsible for leaving the room in the condition in which it was found. Meeting
rooms must be left in acceptable, un-littered condition. Tables and chairs should be returned to

the positions in which they were found.

If a key is provided to the group, a fee of $25 will be required. If a key is not provided, a fee of
$35 per hour will be required in order to pay for personnel to be present to open and close the
facility. Our personnel with the key is responsible for ensuring there is no damage, the meeting
room is put back in proper order and the building and meeting rooms are secured hefore

leaving.

Bardane Maintenance Conference Room — Maintenance Building: All conference rooms
located at the Bardane Maintenance Conference Room must be scheduled through the

Maintenance Office by calling 304-728-4642.

Maximum capacity for room is 75 people.

The group accepts financial responsibility for any and all damage caused to the building or
equipment beyond normal wear. The group contact person will be responsible for any charges

incurred by the group.

No furniture should be removed from any meeting room at anytime.

The group is fesponsible for leaving the room in the condition in which it was found. Meeting
rooms must be left in acceptable, un-littered condition. Tables and chairs should be returned to

the positions in which they were found.

If a key is provided to the group, a fee of $25 will be required to cover the expense of lights and
heat. If a key is not provided, a fee of $35 per hour will be required in order to pay for
personnel to be present to open and close the facility. Our personnel with the key is
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responsible for ensuring there is no damage, the meeting room is put back in proper order and
the building and meeting rooms are secured before leaving.
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