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The Board of Trustees of the Stoneham Public Library welcomes applications 

from any group whose purpose is civic, cultural, or educational in nature, and whose 

meetings are appropriate to the library’s facilities. The first priority for use of the meeting 

rooms is to provide space for library programs and the second is for Stoneham 

Community groups. The Library Director reserves the right to restrict use of the meeting 

rooms at their discretion. Anyone using a library meeting room must follow any and all 

library policies; it is the responsibility of attendees to understand and adhere to said 

policies. 
 

The rooms available for reservation are: 
 

THE STONEHAM ROOM seats up to 40 people and contains a large formal, oval 

meeting table and soft seating. 
 

THE MARCY ROOM seats up to 119 people and contains a podium, piano and a 

permanent screen for films, slides, etc. A projector and sound system can be provided 

upon request. 

 

All meeting room use is subject to the following conditions and regulations: 
 

RESERVATIONS 

 Library programs receive first consideration in scheduling the meeting rooms. 

 Reservations for use of a meeting room are made through the electronic 

reservation software located on our library website and will be reviewed in the 

order in which they are received.  

 Applications may be submitted up to two months in advance. Applications must 

be filled out completely in order to be considered. 

 No more than one meeting per month may be scheduled for any individual, group, 

or organization without the express permission of the Library Director. 

 Reservations should include time to set up and clean up. Set up and/or clean up 

may not occur while the room is in use or reserved by another group. 

 If use of Library technology (e.g. projector or sound system) is required, a 
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training session MUST be scheduled with Library staff at least one week in 

advance of the event. The Library does not guarantee that technical support will 

be available on the day of the event. 

 The Library reserves the right to cancel a reservation if the Board of Trustees or 

its designee deems such a cancellation in the best interest of the Library. 
 

MEETINGS 

 Meetings should be free and open to the public. No meeting may be held for 

commercial purposes. No admission fee may be charged or collection taken or 

articles sold except with the express permission of the Library Director. Meetings 

may not be strictly social in nature (e.g., private parties or reunions). 

 Meeting rooms may be used during library hours and must end 30 minutes before 

closing. Meeting room use outside of normal library hours may be approved by 

the Library Director if custodial coverage is available. 

 Groups holding meetings must assume responsibility for any loss or damage to 

the library property. The rooms must be left in a neat, clean, and orderly 

condition. If they are not, the group may be denied further use of the library 

meeting rooms and/or charged an additional cleaning fee of $50. 
 

FEES FOR  

 

Group Marcy Room Fee Stoneham Room Fee 

Town Departments None None 

Non-Profits Donation encouraged Donation encouraged 

Stoneham Residents Donation encouraged Donation encouraged 

All other groups and 

individuals 

$150 $100 

 

 Meeting room use will incur additional custodial fees when used outside of 

normal library hours of operation. 
 

PAYMENTS 

 Custodial and room use fees must be paid with two separate checks, payable to 

Town of Stoneham and Stoneham Public Library respectively, and sent upon 

confirmation of booking approval. Checks will be held until after the meeting has 



taken place. 

 In the event of a check returned for insufficient funds, all future use of the library 

meeting rooms will be denied. 
 

CANCELLATION 

 At least 24 hours’ notice must be given to the library for all meeting room 

cancellations. In the event that prior notice is NOT given, the room fee will be 

charged. Same day cancellations will be allowed due to inclement weather. 

 If the library closes due to inclement weather, the person whose name appears on 

the meeting room reservation will be notified and the checks for room use and/or 

custodial fees will be returned. 
 

PUBLICITY 

 Groups are responsible for their own advertising and publicity. 

 Decorations, posters and the like may not be affixed to any part of the building 

(inside or out) without the express permission of the Library Director or their 

designee. 

 No literature may be distributed outside of the meeting or left at the library 

without the permission of the Library Director.  

 Neither the name nor the address of the library may be used as the official address 

or headquarters of a group. Neither the library telephone number or email address 

may be used on behalf of individuals, groups, or organizations using meeting 

rooms. 

 Meeting room use in no way constitutes an endorsement of a group’s policies or 

beliefs. 
 

The Library Director is authorized to deny or immediately terminate permission to any 

group whose policies or programs are inconsistent with the best interests of the library, or 

that violate these policies or regulations. The Library Director has the authority to amend 

fees under certain circumstances and schedule meetings outside of normal hours of 

operation. The Library Director’s interpretation of these regulations shall prevail. 
 

To complete your request for room reservation, please fill out our meeting room 

application found here. 

https://stonehamlibrary.org/services/meeting-rooms/
https://stonehamlibrary.org/services/meeting-rooms/

