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Thank you for choosing the Oak Park Conservatory for your special event.  Here are the things that you should know to make your party worry-free.
Rental Details

During the hours when the Conservatory is open to the public, renters are given exclusive use of the Rubinstein Room, but should understand that the accompanying showrooms, outdoor garden, restrooms, and other amenities will remain open to the public and are expected to be considerate of others who may be using the park or facility during their rental. 
Limited amounts of chairs, 8 foot rectangular tables and card tables are available. These items must remain indoors as they are not suitable for outdoor use. Facility Attendants (who will be present during each rental) will take care of setting up and taking down the tables and chairs at the start and conclusion of each event. The Park District offers a variety of room set-ups for renters to choose from, although renters are welcome to rearrange the furniture as needed during their rental time. Examples of room set-ups can be found on the room layout form.
Acceptable Activities

The Oak Park Conservatory is a great location to hold your small group gathering and is rented on a regular basis for baby and bridal showers, birthday parties, and organization/club meetings. All activities taking place at the Oak Park Conservatory, even private rentals, are required to meet Park District guidelines and follow Park District Code.
The following is a sample of activities that are not allowed during a rental:

· Smoking is not permitted in the Conservatory or on the grounds.
· Fundraising or Commercial Enterprises (accepting donations, charging admission, sale of any items, running a fee-based class, program, or event. etc.)

· Improperly Supervised Youth Activities
· Gambling or any other Illegal Activities
Fees

To qualify for the resident rate, an individual or organization must show proof that they reside in Oak Park upon submitting the initial rental application. Acceptable proof includes:

· driver’s license or state ID with an Oak Park address 
or

· two of the following: telephone (not cell phone), utility bill, vehicle registration card, voter registration card, or Village of Oak Park vehicle sticker receipt

To qualify for the non-profit rate, organizations must have and submit documentation demonstrating 501(c)(3) status with the IRS. Without this paperwork, renters will automatically be charged Non-Resident Private Rental Rates.  
Fees are subject to change without public notification.

Fees cont.
A $100 damage deposit must be submitted with an application to hold a reservation. The full rental fee is due one month before your rental. The monies for this deposit must be in the renter’s name 
(i.e. from a checking account or credit card belonging to the renter or organization listed on the application). The damage deposit may not be applied to the rental fee.  
The rental application must include all set-up and clean-up time required for your rental, excluding the set-up of tables and chairs, which will be taken care of by the Facility Attendant. 
A refund for the deposit will be issued approximately 2 weeks after the conclusion of the rental minus any costs for damages, additional staff time required for clean-up, or other miscellaneous charges. The Oak Park Conservatory receives heavy use and arriving before or staying beyond the agreed-upon times listed in the rental agreement places a hardship on both the staff and facility. Because of this, renters should make their best effort to accurately list the full set-up, event, and clean-up times that will be needed for their rental. Any renter that arrives or stays beyond the scheduled time will be charged an additional amount at 1.5 times the hourly rate. The option of staying later than the scheduled time is subject to the availability of both the facility and the staff.
Trash Credit
· A $15 Recycling Credit can be earned by recycling all plastic and aluminum containers and all clean paper products into the receptacle that the Conservatory provides.
· The $15 Trash Credit can be earned if you remove all non-recyclable garbage from the facility

Cancellation Policy

Cancellations (or reductions in the hours of a rental) must be made in writing at least 30 days prior to the rental in order to receive a full refund of fees, minus $25 cancellation fee (which will be deducted from the deposit). Any cancellations made less than 30 days before the start of the rental will be refunded according to the following schedule:

Date of Cancellation 
Renter Receives 
More than 30 days in advance 
100% of deposit + 100% of rental fee minus $25 cancellation fee

15-30 days in advance 
100% of deposit + 75% of rental fee

7-14 days in advance 
100% of deposit + 50% of rental fee

Less than 7 days in advance 
100% of deposit + 25% of rental fee

Day of rental or no show 
Deposit is returned, but full rental fee is kept
Decorations

· The Conservatory rooms that you are renting will be available to you 15 minutes before your scheduled rental to allow additional time for decorating.

· Tablecloths are necessary; paper, plastic or cloth.

· The renter or anyone in the renter’s party may not use confetti, glitter, flower petals, silly string, or anything of this nature.  Only weighted helium balloons can be used.  Decorations may be attached by string only.  Tape, staples, screws, nails or sticky tack of any kind are not permitted.  

· Lighting effects employing actual fire are not allowed.  This prohibits the use of lighted lanterns or torches.  “Sternos” are allowed to be used in order to keep food warm. 

· Candles may be used if the flame is enclosed in glass. 

· Smoke machines are not permitted.  Their use will trip fire alarms.
Parking

· Parking is available on the street fronting the Conservatory and on the side streets.  Read all parking signs carefully because there are some restrictions.  Parking may also be available at Rehm pool. 

· Trucks and cars may not be left idling anywhere around the Conservatory.
Catering Services 
If you choose to use a caterer to service your event, the caterer must provide a certificate of insurance naming the Park District of Oak Park as additionally insured.  Copies of the following documents must be submitted to the Conservatory 30 days prior to the event: 
1. Copy of current valid catering license.

2. Certificate of General Liability insurance coverage for at least $1,000,000.00
To Serve Alcohol 
Alcoholic beverages may not be consumed or served in the Conservatory without the following:
1. a Village of Oak Park liquor license
2. a Licensed insured bar tender
3. Certificate of General Liability insurance coverage for at least $1,000,000.00
naming the Park District of Oak Park as additionally insured.

4. Certificate of Liquor Liability insurance coverage for at least $1,000,000.00
naming the Park District of Oak Park as additionally insured.
All documents must be submitted to the Conservatory 30 days prior to the event.  

Responsibilities

· Park District of Oak Park sponsored activities shall have priority in all facilities.  The Park District reserves the right to cancel or move rental activities.
· The Park District assumes no responsibility for any accident, theft, or loss of property. 
· There are no provisions for renters to store any items prior to or after any rental unless approved in writing in advance (and at an additional cost).
· Please be aware that the renter named on the Facility Rental Agreement is waiving and releasing all claims for injury for themselves and to the others of his/her group that might arise out of the rental.  The renter shall hold the Park District of Oak Park and its staff members harmless for any costs or liability resulting from activities or programs of the renter. 
· The Park District of Oak Park shall assume no responsibility for any accident, theft or loss of property.  

· The rental group will be responsible for all people in the group or organization and assume liability for all people in attendance.  No area in the Park District of Oak Park facility or on its grounds will be used for disorderly or unlawful purposes during the rental.  The renter must be present in the rented facility for the ENTIRE RENTAL TIME and is required, in cooperation with the Facility Attendant, to complete and sign a facility checklist at the conclusion of the event.
· The group will assume liability for any damages to the building or equipment, and will leave the facility in the same or better condition then when they started their rental.   

· The renter will be responsible to see that no member of their group is under the influence of, or has in their possession, alcoholic beverages or illegal drugs.  Should any alcohol or illegal drugs be found on the premises, the rental will be terminated immediately. 

· All activities are to be conducted in an orderly manner.  If the activity is not operated or supervised to the satisfaction of the Park District staff, it may result in the loss of consideration of future requests from the sponsoring organization and/or cancellation of the activity at that time.
· Any behavior deemed by Park District staff to be destructive or inappropriate in any way shall be cause for immediate eviction and loss of rental fees & deposit.
· No individuals or groups may use the Park District’s facilities with the purpose of private monetary gain or fund raising without the consent of the Executive Director
· The rental group using the facility may not use it as a mailing address or advertise for an event on Park District property.  With the exception of directional signage posted ONLY for the duration of your rental.

· Rental applicants must be 21 years of age.  Groups with youths under the age of 21 must have one adult over age 21 for every 10 youths.  The Park District must approve adequate adult chaperones.
Responsibilities cont.
· Proof of liability insurance may be required.  A Certificate of Insurance must be presented if requested by the Park District.
· Smoking is not permitted in the Conservatory or on the grounds.
· All rentals are subject to criminal charges for damages incurred during rental period.  Any renter not abiding by Park District of Oak Park rules and regulations or the Oak Park Village ordinances will be fined or ticketed accordingly by Oak Park Police Department or Oak Park Fire Department

· Deposit will be forfeited if a false 911 call, non-emergency fire alarm, or any other action causing the evacuation and the need of emergency personnel to arrive for an unneeded cause

· Only those chairs and tables at the conservatory are available for your use.  All tables and chairs are to remain inside of the facility and not be used outside.

· Grilling is not allowed on the grounds surrounding the Conservatory.
· Alcoholic beverages may not be served outdoors (pour inside) and may not be carried outside of the building or outside of the Rubinstein Memorial Garden area.

· Oak Park has a strictly enforced noise ordinance prohibiting music or excessive noise after 10:30 pm.  Amplified music is allowed inside of the Conservatory and the staff will determine the proper volume of any music at all times.  Amplified music is not allowed in the Rubinstein Memorial Garden.
Clean-up Procedures

· Renter is responsible for leaving the facility in the same condition it was found.
· Allow sufficient time at the end of your party to complete clean up within your rental period.
· When using the kitchen, please do not put inappropriate items down the sink.  If the renter does not leave the kitchen in the same or better condition upon the completion of their rental, as seen by the Park District of Oak Park, it may result in the forfeiture of all or part of the deposit.
· The kitchen floor, if food and drink were served, must be thoroughly swept and mopped at the end of your event. 
· All materials/decorations brought in must be removed upon the completion of the rental.  
· Floors must be swept and any other necessary cleaning must be done within the scheduled rental time (Facility Attendants will be responsible for putting away any tables or chairs at the completion of the rental).
· All tables, chairs and counter tops should be cleaned.
· A $15 Recycling Credit can be earned by recycling all plastic and aluminum containers and all clean paper products into the receptacle that the Conservatory provides.
· The $15 Trash Credit can be earned if you remove all non-recyclable garbage from the facility

· A $70 per hour clean-up fee will be assessed if you fail to leave the rooms as you found them.
Return of Deposit: 

Renters will receive the balance of their deposit within 2 weeks of the end of the rental. The refunded amount will be made out to the renter listed on the application by credit card if originally paid in that way or check if the original deposit was made by check, cash or money order. Assuming that the facility rental begins and ends at the agreed upon time and that the facility is left in the same condition found at the start of the rental, renters should have little issue in having the entire amount of their deposit returned. However, below are listed some examples of reasons why previous renters have lost a portion or all of their deposit: 

· Renter listed on the Rental Application was not present during the length of the entire rental 
· Renter arrived earlier to set-up or stayed later than was agreed to in Rental Agreement 
· Additional rooms or amenities were used that were not included in the original Rental Agreement 
· Facility was left dirty or in worse condition than was presented to Renter at start of rental 
· Park District equipment or facilities were damaged during the rental 

· False information was provided on Rental Application 

· Police were called to address an incident that occurred during the rental 

Waiver & Release of Claims:
By signing below, I understand and agree to follow all guidelines set forth in this document as well as the Park District Rules & Regulations Governing Uses of Park Facilities.  I recognize that I am responsible for my actions as well as those of anyone else in attendance at my event, invited or uninvited.  To the extent permitted by law, my organization, representatives, guests, and I will indemnify, save, defend, and hold harmless the Park District of Oak Park and its officers, officials, agents, volunteers, and employees (hereinafter referred to as “district”) from and against any and all liabilities, obligations, claims, damages, penalties, cause of actions, costs and expenses (including reasonable attorney and paralegal fees) from any and all claims resulting from injuries, damages, and losses sustained arising directly or indirectly in connection with, or under, or as a result of this application process and permitted event. Should my guests or I fail to follow Park District rules and guidelines outlined in Park Code and/or this agreement, perform adequate clean up, or if damage occurs to Park District property, I understand that I will be billed at full cost plus overhead for clean up and repair.  In addition, such failure may result in the denial of future approval for a facility rental or the requirement of a larger deposit for future events.  These rules and regulations are subject to change at the Park District of Oak Park’s discretion.

Print Renter’s Name:





Signed:






Dated:_______________________________
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