
Request for Facility Rental

Who is Applying: ______________________________ For What Organization: ____________________________ 

Location Requested: ___________________________ For What Purpose: _______________________________

Date Requested: ______________________________ Beginning Time/End Time: _________________________

Number of Participants: ________________________

On the date of your rental, a phone number where you can be reached: ( _____ )  _________ –______________

Home Phone: ( _____ )  _________ –______________ Work Phone: ( _____ )  _________ –______________

Contact e-mail: _______________________________ Organization e-mail: _______________________________

Address of Applicant: ______________________________________ City/Zip: _________________    __________

1. Is your group a Des Plaines Park District sponsored program?    Y N
2. Do more than half of your group live within the Des Plaines Park District boundaries? Y N
3. Will you be charging an admission or donation? If yes answer question 4  Y N
4. Is your group open to all residents of the Des Plaines Park District?   Y NY N
5. Is your group an Illinois Not-for-Profi t Corporation?     Y N

Y N

Please circle your set-up choice. Our staff will set up tables & chairs.
Insurance regulations do not permit you to set up equipment.

A.  Banquet Style: 6 chairs per table with 2 buffet tables and 1 table for gifts
B.  Classroom Style: 3 chairs per table facing one speaker table and chair for speaker
C.  Meeting Style: chairs placed in rows facing one speaker table and chair for speaker
D.  Lake Park Pavilion: No set up required

Equipment Needed

Tables are 6 ft. long by 30 inches wide

Number of tables:________________  Number of chairs:________________  100 cup coffee urn?

Credit Card Information
Credit Card Payment (check one) Visa   MasterCard   Discover

Account Number

Exp. Date ______/______

Cardholder Name:_____________________________ Authorized Signature:___________________________

Total Charge Amount:__________________________ The DPPD reserves the right to change a payment to refl ect
         the correct fee.

By signing this application, I agree that I will be responsible for use of Park District property by my group and for damages which might 
occur, I will arrive and remain with my group for the entire time we use the Park District property, and that I am at least 18 years of age.

Please sign here:_________________________________________________ Date:_________________
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Trip Registration
Youth and family trip registrations are taken at 
the Leisure Center. Registration coincides with 
program registration dates. Trips that were offered 
during a previous session have ongoing registration 
until filled. Sorry, we are unable to accept trip 
registrations less than one week prior to the activity. 
Senior Discounts
All Senior Citizens 60 years or older receive a 25% 
discount on classes and programs unless otherwise 
specified. This discount is not applicable for trips, 
discounted programs, and contractual classes. 
Identification is required at time of registration.
Proof of Residency
Proof of residency is necessary to establish 
residency before your registration can be processed. 
Please include a copy of one of the following with 
your registration: current voter’s registration card, 
copy of a current driver’s license, copy of current 
utility or phone bill or real estate tax statement 
showing taxes paid to the Des Plaines Park District. 
Park District Boundaries
Residents of the Des Plaines Park District are 
defined as individuals who reside within the Des 
Plaines Park District boundaries and contribute 
financial support to the Park District through 
property taxes. Residents of the City of Des Plaines 
may not be residents of the Des Plaines Park 
District. Anyone living west of Mt. Prospect Rd. is 
NOT a Des Plaines Park District Resident. Please call 
847-391-5700 for boundary information.
Errors and Adjustments
While we do our best to be accurate in all of our 
printed literature and on our website, some errors 
do occur. Occasionally, changes to the programs, 
fees, and schedules are required. We apologize for 
any inconvenience that these errors and changes 
may cause.
Photography Policy
Photographs and videos are periodically taken of 
participants during programs, special events, trips 
or at the parks. These photographs may be used in 
Park District publications and local newspapers. 
Participant Guidelines
Equal Access: The Des Plaines Park District works 
with a variety of individuals and agencies to 
ensure that recreational programs and services are 
available and accessible to all persons, regardless 
of age, gender, religion, race, socio-economic status 
and level of physical or mental ability. 
Behavior
Participants are expected to exhibit appropriate 
behavior at all times:
•	Show respect to all participants and staff.
•	Refrain from using foul or obscene language.
•	Refrain from causing bodily harm to 	
	 participants or staff.
•	Show respect to equipment, supplies
	 and facilities.
•	Refrain from disparaging remarks that 	 	
include comments against an individual’s 		
race, ethnic background, religion, physical 	
appearance, or disabling condition.

Discipline 
A positive approach will be used regarding 
discipline. The Park District reserves the right to 
dismiss a participant whose behavior is a safety 
concern. Each situation will be evaluated on its own 
merit. Appropriate action will be taken as soon as 
possible.
Children’s Release To Authorized Parents 
It is the responsibility of the custodial parent to 
provide the Park District with documentation as 
to whom a child should be released to in situations 
that involve a non-custodial parent and court 
restrictions.
Americans with Disabilities Act
If you or a family member have a disability and 
are interested in participating in or attending a Park 
District program, the Park District will make 
reasonable accommodations to facilitate that 
opportunity. To assist the Park District staff, we 
urge you to contact us in advance of program 
participation and discuss the necessary 
accommodations. The ADA Coordinator for the 
District is Linda Traina, who will work closely with 
the Maine-Niles Association of Special Recreation 
Integration Specialist to provide for individual 
needs. The Des Plaines Park District complies with 
all ADA guidelines for accessibility.
Individuals who are Deaf 
or Hard of Hearing 
The Maine-Niles Association of Special Recreation 
(M-NASR) has a relay message system for 
individuals with hearing impairments who use 
TTY/TDD’s. This service enables us to answer any 
questions a resident has about Park District 
programs. Please call M-NASR at 847-966-5522 
voice mail, or the TTY/TDD number at 847-966-
8897. More information about M-NASR is in this 
Spectrum, and on our website: desplainesparks.org
Facility Regulations
•	 Smoking and alcohol consumption are 
	 prohibited in any Park District building, with 
	 the exception of the Golf Center Des Plaines.
•	 Hats are prohibited inside facilities.
•	 Headphones must accompany radios.
•	 Program participants will not be paged in the 
	 building, except in an emergency.
•	 Children under 8 must be accompanied by 	
	 an adult.
•	 Shirts and shoes are required.
Park Regulations
The Des Plaines Park District operates its own park 
security to enforce ordinances on city, park, and 
school properties. Please remember: 
•	 All parks close at sunset, unless otherwise 	
	 posted.
•	 All dogs are prohibited from park and school 	
	 properties.
•	 Motorized vehicles are prohibited on park 	
	 property and pathways.
•	 Handicapped parking is enforced.
•	 Feeding of wildlife is prohibited.
•	 Alcohol consumption is prohibited.
•	 Golf practice in parks is prohibited.
•	 Skateboards are not permitted on 	 	
	 playgrounds, tennis courts, the 
	 Memorial Pavilion or park benches.

General Statement on Fees & Charges
The basic philosophy of the Des Plaines Park 
District is to offer diversified year round leisure 
services, including recreational programs and 
facilities, ensuring that all citizens have an 
equal opportunity to take advantage of these 
services. However, since the demand upon the 
District is greater than the public’s ability to 
support that demand through tax dollars, and 
tax revenues are greatly limited for all types of 
governmental service, it is necessary to charge 
fees. These fees supplement other sources of 
revenue used by the District and are a means to 
continue to provide and expand basic services 
on an equitable basis.
Refunds
NOTE: In order to receive any refund, 
you must complete a Refund Request Form. 
The form, which includes the complete policy, 
is in this document, and is available at any of 
our facilities.
1.	Satisfaction Guaranteed. Participants will 
receive a full refund if they are dissatisfied 
with the program after the 1st class meeting, 
and we receive a refund request form at least 
24 hours before the 2nd class meets. An 
Administrative Fee of $2 per class or program 
will be charged for all refunds. 
2.	After the first week of a program/class no 
refunds will be granted unless the program/
class is cancelled. Refund requests received 
after the first week of a program will be 
honored if the request is due to a medical 
condition. A doctor’s note must accompany 
the request. 
3.	No refunds for gift certificates will be 
allowed. Gift certificates may be used toward 
any Park District facility, program or trip.
4.	A refund request for trips or one-day 
programs must be received 48 hours prior 
to the day of the program; refunds will be 
prorated based on the program costs incurred 
prior to receipt of the request. 
5.	Refunds take approximately 2 weeks to 
process, and are mailed in check form or 
credited to your credit card account.
6.	If you have an outstanding balance, a 
refund will be applied to that balance.
7. Creative Corners Preschool, Summer 
Camps, and Soccer programs have exceptions 
to the $2 Administrative Fee stated above. 
Waiting Lists
If you are placed on a waiting list for any 
program and you made payment by:
•	Credit Card: The program was not charged 
to your account
•	Check or Cash: You will be refunded your 
payment amount two weeks after the start of 
the class.
Note: If you would like to receive your 
reimbursement sooner, please submit a 
Refund Request Form.

GENERAL PARK DISTRICT INFORMATION
PAGE 2 of 2

847-391-5700  Fax:847-391-5707  •  www.desplainesparks.org


	Who is Applying: 
	For What Organization: 
	Location Requested: 
	For What Purpose: 
	Date Requested: 
	Beginning TimeEnd Time: 
	Number of Participants: 
	On the date of your rental, a phone number where you can be reached: 
	undefined: 
	undefined_2: 
	Home Phone: 
	undefined_3: 
	undefined_4: 
	Work Phone: 
	undefined_5: 
	undefined_6: 
	Address of Applicant: 
	CityZip: 
	undefined_7: 
	Contact e-mail: 
	Organization e-mail: 
	Y: Off
	Y_2: Off
	Y_3: Off
	Y_4: Off
	Y_5: Off
	N: Off
	N_2: Off
	N_3: Off
	N_4: Off
	N_5: Off
	Equipment Needed: 
	Number of tables: 
	Number of chairs: 
	Y_6: Off
	N_6: Off
	Visa: Off
	MasterCard: Off
	Discover: Off
	undefined_10: 
	undefined_11: 
	Exp Date: 
	Cardholder Name: 
	Total Charge Amount: 
	Please sign here: 
	Date: 
	Text1: 
	Text2: 
	Text3: 
	Text4: 
	Text5: 
	Text6: 
	Text7: 
	Text8: 
	Text10: 
	Text11: 
	Text12: 
	Text13: 
	Text14: 
	Text15: 
	Text16: 
	Text17: 


