
NOTICE: 

The Chester County Library Board of Trustees has approved a new Meeting Room Use Policy.  Please be sure to review 
the policy for any changes. 

HOW TO RESERVE A MEETING ROOM: 

STEP 1: CHECK AVAILABILITY 

1. From the public booking page, select the location where you'd like to book a space. Or, to view all public locations, 
select ‘View All Locations.’ 

2. Select the Category of space you'd like to book. 

3. Navigate to the date when you want to book a space. 

4. When you’re on the date you’ve selected, click on the appropriate block to select the time you’d like the 
reservation to start (green arrow), then use the dropdown menu below to select the time you’d like it to end (red 
arrow), then click on submit times.  

 

5. To view more info about a space, including the photo, description, and directions, click on the room's ‘Info’ badge. 

6. Click the ‘Submit Times’ button.  

7. Review any terms & conditions for this space, then click Continue. 
 
STEP 2: ENTER CONTACT INFORMATION 

1. Fill out the ‘Booking Details’ form. 

2. Click the ‘Submit my Booking’ button. The patron will receive a notification letting them know their booking is pending 
Library approval. 
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STEP 3: CONFIRMATION 

1. You will receive an email with the Library's decision within 24 - 48 hours of submitting your booking request. Please 
check your spam folder, too. You will be notified by email whether your booking request has been accepted or denied. 

2. Once an individual or organization's reservation has been approved, the rental fee and Certificate of Insurance (if 
applicable) needs to be submitted to the Library within 2 weeks of the reservation being made or as soon as possible 
before the event.  Payment can be made either in person at the Circulation Desk in the Library Lobby or a check can be 
mailed with ‘Meeting Room Reservation’ denoted in the memo line. The individual or organization's reservation may be 
cancelled if payment is not received prior to use of the room. It is the responsibility of the individual or organization to 
notify its attendees of the cancellation. 

3. The Library will not set up the meeting room. Tables, chairs, a projector/screen and a laptop may be available.  
Arrangements for use of these items must be made in advance through the online Room Reservation system.  The 
individual or organization will be responsible for setting up the room for their meeting and returning it to the condition 
when they arrived.  In the event that the room is not returned to its original setup, an additional fee of up to $50 may be 
charged.  No future room use will be approved until that fee is paid. 
 
4. Walk-ins will also need to check in at the Circulation Desk, at which time staff will determine room availability and 
arrange for payment. Technology Equipment is not available for walk-in use. 
 

 

  


