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Purpose
The Library welcomes the use of its study rooms for individuals or small groups free-of-charge during regular open hours. 
The purpose of this policy is to support the Library’s objectives of providing equitable and inclusive access to services while maintaining a welcoming and supportive environment, free from discrimination and harassment. The policy outlines the priorities, terms, and conditions of use for the study rooms. 
The Library does not endorse an individual’s or group’s beliefs, policies, or practices as a result of granting them permission to use a study room. 
Definitions
2.1.	Library Customers: A member of the public who uses Library facilities, services, or resources. 
2.2.	Library Card: A library card, whether physical or digital, is issued by the library to identify the cardholder as authorized to borrow library material and partake in its services. 
Scope
Any person who lives, works, attends school, or owns property in Ajax, as well as any resident of the Region of Durham is eligible to book a study room at participating library locations. 
Study Room Options
Ideal for individual study, quiet group conversations and collaborative group work, the Library offers the following: 
Audley Branch Study Rooms
· Audley Branch offers four (4) study rooms that accommodate up to six (6) individuals.
· Rooms are furnished with TVs designed for presentations using Clickshare and whiteboard walls.
Main Branch Study Rooms
· Main Branch offers three bookable spaces: 
· One (1) single person study room
· Two (2) study rooms that accommodate up to four (4) individuals.
To ensure everyone’s safety, the maximum capacity limits for each space cannot be exceeded. 
Procedures
Individuals can book a study room via the Ajax Public Library website www.ajaxlibrary.ca or through LiveChat, or by contacting a Customer Service Associate via telephone (905-683-4000).
Roles and Responsibilities
Fair and equitable access to the services of the Library for all Library customers, depends on the fair use of such services by Library users. Customers have certain responsibilities. 
5.1	Library customers: 
· Must have an Ajax Public Library membership card.
· Must be14 years of age or older to reserve a room. 
· Rooms may be reserved for one (1) session per day for up to two (2) hours and may be booked up to seven (7) days in advance. 
· Customers must check in with Library staff upon arrival to confirm their reservation.
· Bookings not claimed within 15 minutes of start time will be offered to requesting customers on a first come first served basis for the remaining reserved time. We request that reservations are cancelled if no longer required. 
· Customers may extend their time by one (1) hour if the room is available. 
· Study rooms are for quiet study and small group work only. We ask that you respect other users in the Library and keep noise to a minimum. 
· As a courtesy, rooms must be free of debris at the end of the session. 
· To ensure fair and equal use by all, customers must leave study rooms promptly at the end of the reserved time. 
· Library reserve the right to cancel reservation without notice for customers whose bookings exceed the daily limit or violates one or more of these guidelines.
· Customers must observe the provincial, federal statues, municipality by-laws, and Library’s Policies, including the Acceptable Behaviour Policy.
· Activities of games of chance, sales of goods, fundraising and paid tutoring are not permitted in the Study Room. 
· The Library may reserve a room for its own purposes and will make the space available to customers after its own needs have been satisfied.
5.2	Loss of Use of Study Room Privileges
· Use of a Study Room that promotes discrimination or hatred for any group or person on the basis of, but not limited to race, ethnic origin, place of origin, citizenship, colour, ancestry, language, creed/religion, age, gender, gender identity, gender expression, marital status, family status, sexual orientation, disability, and socioeconomic status.
· Use of a Study Room for a purpose that may result in the violation of any law or Library’s policies. 
· There is a likelihood of physical danger to people, premises, or equipment.
· Previous misuse of Study Room.
· Customers who are denied permission to use the Study Room can appeal the decision, in writing to the Chief Librarian and Executive Officer or designate, whose decision will be final. 
Privacy and Confidentiality
The Library protects the privacy and confidentiality of all customers’ personal information in keeping with the access to information and privacy provisions of the Municipal Freedom of Information and Protection of Privacy Act, R.S.O. 1990, c. M.56 (MFIPPA) and other applicable legislation. 
The Library collects personal information of customers under the authority of section 23(4) of the Public Libraries Act, R.S.O. 1990, c.P.44, and personal information will only be used to administer services and programs at the Library. 
Access to personal information is limited to only employees who need it to perform their duties. The Library also maintains security standards and procedures regarding unauthorized access to personal information to prevent unauthorized removal or alteration of data. 
The Library will not disclose personal information to any third parties without having obtained prior consent of the person to whom the information pertains, except when MFIPPA permits disclosure or other applicable law requires that the Library disclose the personal information.
Accessibility
The Library will address barriers or concerns for obtaining or using this service, by providing Library memberships that fulfil our customers’ needs with the issuing of full-use, temporary or eCards for the processing of study room bookings. 
The Library also provides accessibility via its adjustable table and active seating at the  Main Branch Mute Boxes, and adjustable furniture placement in the Study Rooms at the Audley Branch. 
Communications
Where contact information has been provided, customers will receive an email or text confirming their study room booking. Customers can contact Customer Service Associates for additional assistance / information at 905-683-4000, or via LiveChat.
Exemptions
No Exemptions.
Inquiries
General information regarding Study Room bookings can be found on the Library website www.ajaxlibrary.ca and through Customer Service Associates assistance by calling 905-683-4000 or via websites Live Chat. 
Customer Service Associates can assist in the booking of study rooms at any location that provides this service. This includes the issuing of a library card which is required for bookings.
Related Documents
LIB-AP-089: Acceptable Behaviour Policy: www.ajaxlibrary.ca 
Distribution
The Study Room Policy is distributed to all employees and posted on the Library website. 
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