	
	
	



LNDL External Event Policy
Introduction
Mission & Priorities
The Loyola Notre Dame Library’s primary mission is to advance the academic and spiritual missions of Loyola University Maryland and Notre Dame of Maryland University. In alignment with this mission, LNDL prioritizes the needs of these institutions when evaluating requests from external community organizations. 
Events at LNDL
LNDL has adequate space to support a wide variety of events: 
· Meetings
· Summer Camps
· Community Classes 
· Film Screenings
· Workshops
LNDL does not host formal receptions, personal parties, church services, or media screenings without adequate public performance rights.  LNDL also does not host community events or allow community entry during Final Exam Periods. 
Timeline for Communication
Community Event Organizers can initiate the event request process by emailing library-events@loyola.edu. Event Organizers can expect the submission and approval process for events to take 1-2 weeks. Timelines can be expedited by request. Utilizing Loyola Event Services or Notre Dame Conference for equipment and furniture rentals may prolong the approval process. 

Community Organizations
Rubric
LNDL reserves the right to deny an event request for any reason. Community events are assessed using three main criteria.
Alignment with LNDL Mission, Vision, and Values 
Events held at the Loyola Notre Dame Library should not be in opposition to the mission, vision, and values of the institution. 
Alignment with Campus Missions
Referrals or sponsorship from a university office or department will be taken into consideration when reviewing event requests. As part of LNDL’s mission, events should not be in opposition to university missions. 
Impact on Library Operations
External events should not interfere with regular library operations, including operational hours, instruction/class schedules, and noise volume expectations. Event Organizers may be asked to pay a fee for events that interfere with operations.
Agreement
Event Organizers must agree to abide by Loyola Notre Dame Library’s policies when completing the Community Event Form. This includes LNDL’s Library Use Policy, Library Patron Agreement and Food and Beverage Policy. 
Event with Minors Policy- Liability Insurance
Events that include minors require additional steps for approval to ensure compliance with LNDL’s policy On The Safety Of Children In University Programs And Reporting. This includes, but may not be limited to:
· Confirmation of screening for staff/volunteers
· Confirmation of training for staff/volunteers
· Written agreement to LNDL policies 
· Certificate of insurance/liability coverage 
Food & Catering
LNDL routinely hosts events that involve food, which introduce unique challenges. Event Organizers can work with their respective campus catering (Loyola Parkhurst Evergreen or Notre Dame SAGE Dining) or use a third-party caterer. 
Sanitation & Waste Management Notice
If event organizers choose to coordinate their own third-party catering, then they must take responsibility for proper disposal of food waste or communication of sanitation issues. LNDL staff will advise on the proper process for disposal of food waste. 
Variety of Space Functions
The types of catered events in the library depend on the specific spaces. The Learning Lobby and Gallery are preferred for large meals, such as catered lunches. In other areas of the building that may be reserved, snacks and university catered receptions are permitted. Exceptions are possible but maintaining a clean and sanitary building remains the priority. 	Comment by Jennifer Kinniff: Suggest rewording to "in other areas of the building that may be reserved" 	Comment by Michelle Williams: Rewording makes sense and was changed
Alcohol Policy
All events that involve alcohol require campus catering services to ensure adherence with state and local laws and regulations. LNDL does not allow event organizers to host events with alcohol without contracting with campus catering. 
Library Event Support
Coordination Expectations
Event Organizers are expected to review event coordination summary documents to verify information and communicate any changes to event plans with library staff. For major events (+30 attendees) that require extensive furniture and technology support, an in-person building walkthrough will be scheduled. Finally, any event that requires extensive support from campus event services (such as large receptions in the Gallery) requires proactive communication to ensure that LNDL, Campus Event Services, and the Event Organizer understand and support one another. 
Parking at LNDL
The Library has its own parking lot with approximately 60 spots. Here is more information about Directions and Parking at LNDL. Due to the need to maintain library operations during events, LNDL cannot guarantee a specific number of spots to be available for events. Events that require transportation via charter bus or large vehicles require additional coordination. LNDL can advise on options for overflow or offsite parking. 
Equipment & Furniture Support (Access Services) 
The library can provide various support equipment for events. Here is an overview of LNDL event materials available:
· Portable Bluetooth Speaker and Wireless Mics (2)  
· Folding Tables	Comment by Jennifer Kinniff: Listing the locations below seems unnecessary for a public-facing policy	Comment by Michelle Williams: Yes, this has been edited accordingly
· Three 8ft tables 
· Two 6ft tables
Also, Event Organizers can coordinate with the Access Services Operations Supervisor to store event materials in the Access Services Office Area a couple of days before their event.  
Event Technology Support (InfoTech)
The Library’s Information Technology unit can provide some support for event organizers
This includes: 
· AV Tech Troubleshooting
· Educational Technology Staging (Collaboration Stations, Zoom Carts)
· Hybrid Technology Set-up 

Event organizers contact LNDL staff via 
library-events@loyola.edu.


(within 5 business days of request)
LNDL staff shares Community Event Form; form receipt shared with event organizer and LNDL contacts.


(within 1-2 weeks of request)
Confirm feasibility based on LNDL's internal rubric for hosting community events.  


(1-2 weeks ahead of event)
Reaffirm event support needs and LNDL policy, confirm catering, and schedule space walkthrough (if necessary).


	
	
	



