
   

How to use Spaces to request to use a Community Meeting Room at Berkeley Public Library 

 

Before you make a request to use a community meeting room, please read the  Meeting Room Use Policy (Rules And 
Regulations For Use Of Library Grounds, Buildings, And Equipment For Meetings And Other Events) and confirm that you 
or your organization are eligible to use the community meeting rooms at Berkeley Public Library. 

Please note: The following uses of the meeting rooms ARE NOT allowed: 
• De facto private events such as social events, parties, memorial services, support groups, recruitments, or 

fundraisers, etc.; or by groups for which membership of some sort is expected. 
• Any campaign-related purposes, including supporting or opposing the election of a candidate or passage or 

defeat of a ballot initiative or measure. 

Reservations are taken no less than 2 weeks in advance and no more than 12 weeks in advance. 

Visit https://www.berkeleypubliclibrary.org/library/meeting-rooms 

Click on   

Start the request by entering the following:  

• desired date 
• start time (must be during the Library’s normal 

operating hours) 
• end time (must be at least 30 minutes BEFORE the 

Library closes for the day) 

Be sure to include setup and cleanup time in your request. 

Then click on “Search for a Space” 

 
Look at the color coded bar under the name of the room 
you wish to request. If it is green, it is available and you 
can click on the “Pick Me” button to proceed. Any other 
color means the room is already reserved, the library is 
closed, or the requested time extends into closing time or a 
combination of these. 

In this example, only North Branch, West Branch and 
Central Library are available on July 1 between the hours 
of 11:00am and 2:00pm. 

 
 

Once you have picked the room you want to request, you 
will need to log into your account.  

If you don’t have an account with Spaces, click on “Create 
an Account Now.” 

 

https://www.berkeleypubliclibrary.org/sites/default/files/files/inline/meeting_room_policy_app_10jul2019.pdf
https://www.berkeleypubliclibrary.org/sites/default/files/files/inline/meeting_room_policy_app_10jul2019.pdf
https://www.berkeleypubliclibrary.org/library/meeting-rooms


   

How to use Spaces to request to use a Community Meeting Room at Berkeley Public Library 

 

After you login, you will need provide the following: 

1. Purpose – Tell us what your event is. 
2. Organization – If you are making this request in your 

name only, select “No Organization”. If you are making 
this request for an organization, use the menu to 
select your organization, if this is your first time 
making a reservation for that organization, you may 
need to request to “Join an Organization” first. If your 
organization is not listed, choose “No Organization” 
and provide the details of your organization in the 
Purpose section so we can add it to the list.)  

3. Patron or Organization address - Provide a Berkeley-
based US Mail address for you or the organization. 

4. Are you a Berkeley resident OR a Berkeley-based 
civic, cultural, educational organization or business, 
or a locally-operating government agency, 
department or commission?  Answer the yes or no 
question. 

5. How many people are expected? Give us an estimate 
of how many people you expect. (Must be at least 6 
people to use the room.)  

6. **Conditions for Use/Waiver of Liability: Review this 
section carefully and answer the yes or no question. 

7. Then click on the “Submit Request” button one time. 

You should receive an immediate email saying your 
request has been received.  

If nothing happens when you click on the submit button, it 
usually means you have selected a time that is not 
available (Make sure that color coded bar showing your 
time is green) or you haven’t filled in the form in entirety. 

Approvals are made by staff at the location you are 
requesting. You should receive an email response 
approving or denying your request within a few days. 

If you don’t hear from us within a few days, please contact 
the library location you are trying to request: 

Central Library (Admin) 510-981-6195 

North Branch 510-981-6250 

Tarea Hall Pittman South Branch 510-981-6260 

West Branch 510-981-6270 
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