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Meeting spaces in the Meriden Public Library are intended primarily for use by
the Meriden Public Library for its functions. If meeting spaces are otherwise
available during its regular hours the Meriden Public Library welcomes public
use of its meeting facilities in keeping with the Library’s commitment “to
inspire lifelong learning, create possibilities and strengthen our community”.
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This meeting space use policy establishes rules and procedures for the use of the
Library’s facilities by the public, for the ease and comfort of all who use the
library.

General Meeting Space Rules and Restrictions
Meeting spaces at the library are reserved on a first-comefirst served basis with priority given as follows: First, librarybased programs; second, City of Meriden municipal, boards,
commissions and departments and designated related
organizations; third, other not for profit organizations for
the support of the general public of Meriden; and fourth,
events by civic, cultural and educational organizations open
to the general public of Meriden.
Meeting spaces cannot be reserved on days or during
hours when the library is closed to the general public,
except for library sponsored programs.
Bookings for meeting spaces may not be made more than
3 months in advance of the meeting date.
Meetings may be relocated by the Meriden Public Library
at its discretion
Meeting spaces and their Capacity:
Griffin Room: seating capacity 100
Cook Room: seating capacity 40
Seminar Rooms: seating capacity 8
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When reserving a library meeting space, correct contact information (name of primary contact person,
phone number and e-mail contact) must be provided to allow library personnel to be in contact.
The meeting’s primary contact person must be 21 years of age or older.
Use of library meetings pace will be restricted to no longer than 3 hours without prior permission of the
Meriden Public Library. The length of time the library’s meeting spaces can be occupied by non-library
related programs will be set by library personnel on a case-by-case basis.
Non-library sponsored organizations will only be allowed to book one meeting per month. [Change of
name of the reserving party does not avoid this restriction].
Meeting spaces can be booked either online at the library’s website or in person at the reference desk.
Organizations may be required to prove not-for-profit status if requested by the Meriden Public Library.
A non-library sponsor or group shall be required to have liability insurance in form, limits and issued by
such insurers as shall be satisfactory to the City of Meriden. Satisfactory proof of said insurance shall be
provided to Library Director no less than one week in advance of meeting taking place at the library.
The reserving organization will be responsible for setting up the meeting space, disposing of trash and
returning any furniture to its original location. The reserving organization will be responsible for any costs
associated for its failure to do so. The library personnel will not be responsible for any of these activities
without the consent of the Meriden Public Library and payment of any required fee for this service.
Library personnel will not be responsible for the setup, operation or failure of any audio visual equipment.
If the meeting space sponsor is using any of the library’s technology in order to host the meeting, sponsor
personnel must come to the library at least 30 minutes in advance of the meeting in order to trouble-shoot
any technology issues. The Meriden Public Library conducts routine maintenance of its equipment,
however, it shall not be responsible for any malfunction or failure of the equipment during the meeting, or
for expediting repairs prior to the meeting.
When reserving a meeting space, sponsors must indicate the number of tables and chairs they will need to
conduct the meeting/event.
Minors in the library must be supervised at all times by designated group representatives.
The library is not responsible for material, personal property or equipment left in the building by meeting
space users. Equipment, personal property or materials belonging to the group may be brought to the
room immediately prior to the meeting and must be removed immediately after.
Participants involved in meetings must not block or disturb access to the library or interfere with use by
patrons or use of handicapped doors or elevators. If any such disruption occurs, library staff will require
that the meeting be disbanded and that the sponsoring individuals leave the library grounds.

MERIDEN PUBLIC LIBRARY

MEETING SPACE
USE POLICY
Fees
The Meriden Public Library will charge the following fees for the use of its
meeting spaces:
1. Not-for-profit organizations shall pay no fee for the use of the library’s
meeting space for events that are open to the general public.
2. Not-for-profit organizations shall pay a non-refundable fee of $20.00 for use
of meeting spaces for private meetings that are not open to the general public.
3. For profit organizations shall pay a non-refundable fee of $75.00 for use of the
library’s meeting space.
4. All parties may be charged additional fees for use of additional audio visual
equipment, extra cleaning, and for any other costs for services requested by the
booking organization and agreed upon by the Meriden Public Library.
5. All fees must be paid at the time of the booking to the Meriden Public Library,
or the reservation will be cancelled or not accepted.
6. Booking organizations and individuals shall be responsible for payment for
any damages caused to the facilities during their use.

No items may be sold at the library unless it is to benefit the Friends of the
Meriden Public Library, Inc., are part of an author visit approved by the
Meriden Public Library or as may be otherwise approved of by the Meriden
Public Library Board of Trustees.
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Cancellations
The Meriden Public Library reserves the right to cancel a reservation as
follows:
1. At any time for any violation of these rules or in violation of the Library’s
Patron Code of Conduct or any applicable laws.
2. For failure to pay any of the required fees.
3. Instances in which the library has to close for any reason, in which case any
unspent, pre-paid fees paid to the Meriden Public Library will be refunded.
4. The library reserves the right to cancel any meeting reservation due to issues
related to renovations or building improvements. The Meriden Public
Library will give as much advance notice as reasonably possible. In this case
any unspent, pre-paid fees paid to the Meriden Public Library for such
cancelled meeting will be refunded.
5. Cancellation of a meeting space reservation by the booking or sponsoring
organization is required no less than 1 week in advance except for weatherrelated conditions in which the library is closed.
6. If either the library is not notified of such cancellation of a meeting at least 1
week in advance or if there has been any violation of these rules then
reservations by that sponsoring organization for future use of the library’s
meeting spaces may be restricted or cancelled.
7. Meeting spaces will be denied to groups or individuals who discriminate in
violation of municipal, state or federal non-discrimination law or regulation
or who distribute any information or materials in violation of any State or
Federal law.
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