
 

 
 

To:  Members of City Council 
From: Jennifer Delgado, Clerk of Council 

Re: Proposed Council Chamber Building Space Use Policy  
Date: October 13, 2021 

 
Background 
At the October 5, 2021 Administrative Committee meeting, the Committee reviewed the draft Council 
Chamber Building Use Policy.  Staff provided the Committee with a list of considerations to aid in 
discussion.   

• Does Council wish to allow the public to use space in the Council Chamber Building, in addition 
to the Dublin Community Recreation Center?   

• What spaces are available to be used and by whom? 
o Must be a resident? 
o Must be a Dublin organization? 
o Profit vs. Non-profit? 

• What technology, if any, is available to be used? 
• Are food and beverages allowed? 
• Are meetings permitted after hours and does staff need to be present for them?  

o Security - (doors would have to be unlocked) 
o Technology assistance  
o Set up and clean up  

• Are there fees for using the space? 
• Are there any insurance liabilities?   
• Who is responsible for any damage? 
• Are the hours of use limited? 

 
The Committee was divided on appropriate uses for the spaces, therefore a recommendation is not 
brought forward at this time.  
 
Research 
Staff researched other cities (and entities) including, Westerville, Upper Arlington, Grove City, Hilliard, 
Marysville and the Columbus Metro Library to gain insight on existing policies (attached).    

Recommendation 
Staff has provided a draft document to assist with Council’s discussion and consideration.   
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Council Chamber Building  
Public Space Usage Policy (Draft) 
  
October 5, 2021 

  
 
Meeting Spaces  
 
The Council Chamber Building is the official place of business for our elected officials.  It 
is the seat of the City of Dublin government and as such, is a space for residents to 
meet and talk with their representatives and participate in the business of their City 
Council.  This building was designed to offer specific spaces that are available to City 
recognized partners, local, regional, state and federal government organizations. Use of 
this facility should promote and strengthen partnerships that will enhance the quality of 
life for our residents.   
 
The Council Chamber Building offers two spaces that are available for reserved use:  a 
gallery area, with patio, sufficient for larger meetings and a small conference room that 
comfortably seats about 8-10.   
 
Please note:  The Council Chamber is City Council’s formal meeting space and is only 
available to other public entities within the City of Dublin to use for public meetings 
under special circumstances. 
 
General Guidelines 
 

1. The use of City facilities does not constitute an endorsement by the City of 
Dublin. 
 

2. To be eligible to use a meeting space, any group or organization must be: 
• not-for-profit within the City of Dublin; commercial uses of meeting rooms are 

prohibited;  
• using the space for a public purpose; 
• adhering to the guidelines of this document. 

 
3. The following activities are strictly prohibited in the City’s meeting spaces: 

• Smoking, alcoholic beverages, open flames, burning incense, and lit candles; 
• Social gatherings such as showers, birthday parties, dances, etc.;  
• Wedding that are not officiated by the Mayor of the City of Dublin; and 
• Political rallies or campaigns for specific partisan political issues or candidates. 

4. Meeting spaces are to be left as they are found.  

a. If rearranging the furniture is necessary for the meeting, it should be 
returned to the original arrangement at the end of the meeting. 
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b. Inside furniture is not to be used outside. 

c. If food is brought into the space, it must be cleaned up and waste put in 
waste containers. 

5. The City cannot provide audio visual or other equipment, nor can we assist with 
personal devices. 

6. The individual making the reservation, as well as the group as a whole, will be 
held responsible for any and all damages that may occur as a result of the use of 
the facilities. 

7. City Council, Board and Commission Meetings or operational requirements will 
preempt any other scheduled event. 

8. Children must be supervised by an adult at all times. 

9. Failure to comply with these guidelines will result in loss of all future use of 
facilities. 

Reservations 

Requests for meeting space must be made online, in-person, by telephone or in writing 
by a resident of the City of Dublin at least two weeks before the requested date.  All 
applications are subject to review and approval by designated City staff.  After the 
reservation request is approved, the requester will be required to return a signed 
acknowledgement of the City’s Council Chamber Building Public Space Usage Policy.   

When making a reservation, please provide: 

• Name of organization 
• Name, address, and telephone number of the person responsible for the meeting 
• Date and Time needed (specific start and stop times) 
• Total number of persons expected to attend 

The City discourages regular, consecutive usage of any facility to provide an equal 
opportunity for groups to use the meeting spaces.  

Notice of cancellation should be made to Legislative Services as soon as possible. After 
30 minutes a group may forfeit its reservation if it fails to appear as scheduled. 
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Fees 
Meeting spaces that are reserved for meetings during business hours (Monday through 
Friday, 8:00 a.m. – 5:00 p.m.) are free of charge.  Weekends reservations are not 
allowed.  Meeting spaces that are reserved between the hours of 5:00 p.m. and 9:00 
p.m. will be subject to the following charges, depending on size and set-up 
requirements: 
 

• Gallery Area   $__50 - 75____ 
• Small Conference Room $__25 - 40____ 

 
Payment must be made prior to the use of the space. 
 
Acknowledgement 
By the user signing this document, they acknowledge full understanding that they are 
responsible for any damages caused by use and that they agree to indemnify, defend, 
and hold the City of Dublin harmless against any loss, cost, expense, damage, liability 
or claims arising from injury, sickness, or disease that may or may not have resulted in 
the use of the facility. 
 
 
_________________________________ 
Responsible Party 
 
 
_________________________________ 
Date 
 
 
 
_______________________________________ 
Staff Member Taking Request (Name and Title) 
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City. Ms. Alutto stated that we do need to publicly recognize staff but maybe it doesn’t 
need to be the same proclamation year after year. Ms. Fox stated that there is nothing 
here that recognizes staff and one of the things we’ve heard is staff really appreciates 
gratitude shown by Council. She agreed that it does not have to be a proclamation. Ms. 
Alutto suggested that it might be a public recognition by Council.  Vice Mayor De Rosa 
stated that Council had this discussion at retreat and the City Manager asked that we 
don’t add staff to this policy because they have a process. Ms. Fox stated that we do 
recognize staff occasionally at Council meetings. Vice Mayor De Rosa stated that this is a 
different thing. This is recognizing residents’ achievements. She is not saying it shouldn’t 
be done, only that this is a different thing. Ms. Alutto stated that maybe it’s a fourth thing 
that is separate from this. She stated that Council should have something but maybe it is 
something different from this. Ms. Fox stated that it is important for Council to recognize 
staff. She suggested Council follow through with a staff recognition policy. Vice Mayor De 
Rosa stated that they would need to speak with the City Manager because that is his 
purview. 
 
Vice Mayor De Rosa asked if there was a reason businesses were not included. Ms. 
Delgado stated that Staff researched recognitions that had been issued previously, and 
immediately thought of students. A letter would be a nice way for Council to have 
something in their toolbox to recognize people for great effort. Businesses were not 
purposely omitted. Vice Mayor De Rosa directed Staff to add businesses to Certificate of 
Recognition. Ms. Fox directed Staff to add more examples. 
 
Building Use Policy 
Ms. Delgado presented the document to the Committee. She noted that it was drafted to 
spark conversation among the Committee and forward on to Council. Staff did some 
research with different cities to see what policies they have. She did look to see if they 
have a community center because that made a difference.  
 
Vice Mayor De Rosa stated that she appreciated the work and the research into other 
communities.  
 
Ms. Fox stated that she is on the other end of the spectrum with the use of this building. 
She feels that this space can be opened up. The City doesn’t have an assembly room. 
She posed the idea of Council bringing in a futurist. Vice Mayor De Rosa explained that 
would be something Council would do and they are able to do that because this is their 
space. The question is if someone else wanted to do it. Ms. Fox stated that without 
having another space that can hold a couple hundred people, she is open to more 
flexibility. She would hate to see it limited to Council and institutions. Council should have 
the final say but it should be open. Ms. Fox stated that the Community Plan speaks to 
that in objectives 2, 3, and 4. The plans calls to create a civic corridor and it should be 
very open and inclusive as much as possible. Ms. Alutto agreed and stated that this is the 
civic part of the City and it should be available to residents and people who work here. As 
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Council Chambers, Council should have the final say which would cause a protracted time 
frame on approval. She stated that it is a space that should be available but the process 
for approval should be through Council. The gallery and conference room is different. She 
appreciates that Council has purview over the space.  
 
Vice Mayor De Rosa stated that she is just speaking about the Council Chamber and 
asked about the language limiting the use to only other public entities. Ms. Alutto stated 
that it should be a resident or business within city limits. This is the civic heart of city. Ms. 
Fox stated that there are new uses of City Hall. She feels it is to be the people’s living 
room. She thinks this can take some time to get the draft of how to use this space well. 
She gave the example of hosting a Tedx. Those speakers internationally and nationally 
known and this is the perfect gathering spot. That is something that engages the 
community and brings them to a place where they blend the community with 
government. She would hate to put too many parameters on that. Ms. Alutto stated that 
they need to take that up with Council as a whole. Vice Mayor De Rosa stated that this is 
where Council conducts its business. The City has public space; we have the Abbey 
Theater and the Rec Center. The Abbey Theater is perfect for a Tedx.  It is really 
important that for the sake of what this space is, that it is reserved for the work of the 
elected. If Council wanted to host a Tedx, that would be okay. She asked what would 
happen if Council needed a work session and we’ve booked a Tedx; where does Council 
meet? This has to be reserved for Council work. Vice Mayor De Rosa stated that the point 
of tht policy is to stated that this is where we do our business and has to be reserved for 
our business. We can host something at any time under this policy. This room is used so 
much with Council, boards, and commission meetings, that it would really only be 
available on an occasional weeknight and what if Council needs it. Council also needs to 
be aware of what happens in this room and what it conflates to with city government. 
She feels very strongly that this room should be reserved as the policy is written for the 
business of the elected. This will come to City Council’s October 18 work session. The 
Committee is split on this. 
 
Ms. Fox stated that in the language under special circumstances, maybe we can open 
dialogue. It would always have to be scheduled and would not be a room for parties but 
she does feel we could have broader language on what a special circumstance is.  
 
Ms. Delgado suggested the Committee consider the domino effect, as they think about 
spaces. There are other items for consideration like staff time, AV, etc.  
 
Vice Mayor De Rosa opened up discussion of spaces beyond Council Chambers. 
 
Ms. Alutto referenced questions about the requirement that it be a Dublin resident or 
business and stated that she does feel that requirement is appropriate. Ms. Fox stated 
that if we open it up to be an inclusive space, we do have to think about staff and those 
are operating budget considerations. She does not think it has to be non-profit and does 
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not think it has to be for a public purpose. There was a retirement party here. It does 
have to be a resident or Dublin business. Ms. Alutto stated that she feels it does not have 
to be for a public purpose and that requesting AV should have a cost associated. Ms. 
Delgado stated that AV is run from Chambers and poses a security concern. Ms. Alutto 
asserted that makes AV off-limits. The small conference room is different. Ms. Alutto 
stated that Staff is not available to help with technical equipment. Vice Mayor De Rosa 
stated that is standard operating procedures.  
 
Ms. Fox asked about the Rec Center. Ms. Alutto stated those are set up different. The 
rental rates are higher and they are set up for that.  
 
Ms. Fox stated that some city halls rent their spaces. They require a deposit. A user can 
hire someone to help them or they can do it on their own. She stated that she goes back 
to community facilities in the Community Plan where objective #2 specifically talks about 
having spaces that ensure public spaces meet the intended need. This can’t be an ivory 
tower. Objective #3 is to ensure facilities meet the needs of the growing community and 
facilitate congregation.  We need to make sure that if there are things that would help 
people use the space, that they can hire staff of some kind to help provide AV support. 
Ms. Alutto stated that she would agree if the policy is going to provide an option for 
people to pay for it. Vice Mayor De Rosa stated that we could provide a list of AV 
companies. Ms. Fox sated that she is saying that she wants to do whatever we can do to 
make it as convenient as possible to use facilities we have. It would not be the Clerk’s 
responsibility. Vice Mayor De Rosa asked whose responsibility it would become. We are 
renting a space, not providing event management. Ms. Alutto stated that if we start 
putting this stuff on staff, it will be a sticky blanket and has a domino effect.  
 
Ms. Fox stated that if we are going to open this space up, we are going to have to 
develop a policy. Our objective is this is an open space for gathering.  
 
Vice Mayor De Rosa stated that maybe it would be helpful to go through the policy, using 
this as bones and amending or accepting it may be the fastest way to accomplish this. 
 
Ms. Alutto stated that she does not have a problem allowing not-for-profits that are not 
within City limits to use the space. There was nothing in here about being a resident.  
 
Vice Mayor De Rosa stated that this is not for individual use and for organizational 
meetings; not using that room for personal use. 
 
Ms. Fox stated that this City Hall is for the use of the people in the City of Dublin. She  
wouldn’t open it up. Residents should be able to use it and businesses should be able to 
use it but not for commercial purposes. Ms. Alutto stated that she doesn’t understand 
why we would preclude residents from using it. Ms. Fox asked if this is the City’s living 
room, then why restrict it. 
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Vice Mayor De Rosa stated that she does not agree that this is the City’s living room.  
There are meeting rooms. That is what the Rec Center is for, by design. That is the 
purpose of the Rec Center. The Rec Center is used for recreation. That is not being 
exclusive, it is just saying we have different spaces for different things. Ms. Fox 
disagrees. Vice Mayor De Rosa stated that we need suggested language. Ms. Fox stated 
that she will work on language for the October 18 meeting.  
 
Ms. Fox stated that she will have some charges for the use of the space depending on 
usage.  
 
Ms. Alutto stated that possibly it could be restricted to business hours. She does not think 
we want it to be 24 hours, 365 days/year. Ms. Fox stated that evenings are nice. Ms. Fox 
stated that she is for opening it up as wide as possible. She believes that this building has 
to have life and in order for that to happen, you have to invite people in.  
 
Ms. Delgado stated that if evenings are made available, there will need to be language 
regarding conflicts with Council’s use. She noted that there is not a policy for use of other 
city buildings. Dublin currently does not open up City Hall the public, nor do they open 
the service center to the public. She would encourage review of the first paragraph of the 
policy because she tried to define what this space is. Ms. Alutto stated that this space is 
utilized almost every evening. The gallery will not be available most evenings so it may 
not make sense. Ms. Fox stated that the priority is for public work and when available 
and practical, it should be open. Vice Mayor De Rosa stated that this is not an events 
center. The policy has to be clear. If we are going to offer space, we have to hire 
someone to do it.  
 
Ms. Delgado stated that it is far easier to start strict and open up rather than start wide 
and tighten up.  
 
Vice Mayor De Rosa stated that security is a consideration well. If it is determined to be 
free for use from 8-5 during the week, there would be not charge according to the policy. 
Ms. Fox stated that it should be available even on the weekends.  
 
Vice Mayor De Rosa stated that this will be taken up at the October 18 Council Work 
Session  
 
Communication Work Plan Update 
Postponed until next Committee Meeting 
Vice Mayor De Rosa stated that this will need to be deferred until next time. She 
requested Staff to bring a specific work plan. What was submitted looks like great 
activities, but it would be helpful to have outlined, actions, timelines, and expected 
outcomes. She asked for a work plan that lays out goals, dates and deliverables. Ms. 
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