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WESTERN SPRING RECREATION DEPARTMENT  
RECREATION CENTER- Facility Rental Information and Policies 

Updated Fee Policy as of 4/1/16 
 

Thank you for your interest in renting a Recreation Center Facility.  Please read the following information carefully.  If you have 
any questions, call 708-246-9070 x424 during our regular business hours of Monday-Friday, 8:30am – 4:30pm. 

 
GENERAL POLICIES: 
 

• All facilities (gyms and rooms) have a minimum 1-hour rental time (not including set up and clean up). Your reserved 
time must include your set up and clean up; starting early or going over your end time may result in additional charges.  
Your reservation will be considered confirmed when you receive a receipt from the Recreation Dept.  The Recreation 
Dept. reserves the right to modify or cancel your reservation at any time. 

 
• If attendance is over 25 people, the price may increase. 

 
• No alcohol or tobacco products are permitted in any facilities at any time. 

 
• SPECIAL EQUIPMENT:  Any special equipment you would like to bring for your event must be approved in advance by 

the Recreation Department.  In addition, you will be responsible for any unforeseeable damage or extra costs your use 
of such equipment may incur. 

 
• NO TAPE ALLOWED ON GYM FLOORS. 

 
• For one to three day rentals:  The full rental fee is required, along with the Rental Request Form and Waiver.  Once 

the Request Form, Waiver and fee are submitted, the rental will be entered into our system.  If you cancel your 
reservation with 24-hour notice after this point, a $10 cancel fee will be charged and the remainder will be returned to 
you in the manner in which you paid.  If one day is cancelled with 24-hour notice, a $10 cancel fee will be charged.  If 
other days are cancelled after that with 24-hour notice, no other cancel fees will be charged. For any rentals cancelled 
with less than 24-hour notice, no refunds will be given. 

 
• For rentals over 4 days or more: 25% of the total fee is required as a deposit (which will be applied to fees), along 

with the Rental Request Form and Waiver.  Once the Request Form, Waiver and deposit are submitted, the rental will be 
entered into our system.  If you cancel any single day of your reservation with 24-hour notice, a $10 cancel fee will be 
charged.  If you cancel any single day of your reservation with less than a 24-hour notice, the full rental fee will be 
charged.  If you use part of your reservation and cancel the remainder of the rental with 24-hour notice, a flat $10 
cancel fee will be charged. 

 
• Fee payment: One to three day rental:  Fees paid in full  

  4 days or more rental:    Deposit of 25% of total fees* 
Fee for the Rec Gym: Resident:  $40/hour plus $10 table/chair fee (2 hours = $90) 
    (½  gym)  Non-Resident:  $55/hour plus $10 table/chair fee (2 hours = $120) 
 

 Fees for Rec Rooms: Resident:  $20/hour plus $10 table/chair fee (2 hours = $50) 
    Non-Resident:  $30/hour plus $10 table/chair fee (2 hours = $70) 

(These fees are for non-profit groups; there are increased fees for other group classifications.  Call the Rec Dept for 
more details.) 

 
• Any weekend (or holiday) rentals must be cancelled by 12:00 pm the Friday (or the last business day) before the rental 

or the full fee will be charged. 
• Ball rental is available for a $10 fee (plus $25 CASH deposit for balls taken to Grand Ave.)  Available ball kits: 

basketballs (7); dodgeballs (8) and Miscellaneous (3 basketballs, 2 kick balls and 1 football).  Ball kits are available for 
pickup at the Recreation Center during business hours the Friday before the party and must be returned the following 
Monday, when the cash deposit will be returned. 

• In the event of any damage, excessive clean-up by our staff or your event starting earlier or running longer than your 
rental time, we reserve the right to charge an additional fee, as determined by the Recreation Director.  Depending on 
the event, we may also require an additional $100 security deposit.  Your additional deposit will be returned once it is 
determined no additional fees were incurred. 

• Hours of operation: Monday-Friday     8:00 A.M. – 10:00 P.M. 
 Saturday   8:00 A.M. –   6:00 P.M. 
 Sunday 11:00 A.M. –   7:30 P.M. 

Exceptions to the standard times must be approved by the Recreation Director in advance; additional fees may be required. 
 
SPECIFIC POLICIES REGARDING THE RECREATION CENTER GYM: 

• Standard party rental includes ½ gym and Room 21 upstairs (for food and drink), if available. 
• No food or drinks are allowed on the gym floor, except for water. 
• There is a flat $10 fee to rent our tables and chairs in Room 21.  You are responsible for setting up and 

taking down.  
 

Please contact our Building Supervisor with any problems during your evening or weekend rental. 
The cell phone number is (708) 514-1923 (it is also printed on the bottom of your receipt). 
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