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VILLAGE MUNICIPAL BUILDING RESERVATION POLICY 

 

PRIORITY OF GOVERNMENTAL UNITS: 

 VILLAGE BOARD OF TRUSTEES 

 ZONING BOARD OF APPEALS AND PLAN COMMISSION 

 POLICE & FIRE DEPARTMENTS 

 PARK PROGRAMS/SPECIAL EVENTS 

 HOMEOWNERS ASSOCIATIONS/GLENWOOD SPONSORED & GLENWOOD CIVIC ORGANIZATIONS 
 
IN THE EVENT ANY OF THE ABOVE GOVERNMENTAL UNITS CHANGE THEIR MEETING DAYS/TIMES FOR ANY REASON AND THIS TIME 
COINCIDES WITH YOUR FUNCTION, YOU WILL HAVE TO RELINQUISH SAID PREMISES. 
 

VILLAGE OF GLENWOOD PERIMETERS FOR USE OF MUNICIPAL BUILDINGS  
 
(EFFECTIVE January 1, 2014) 

Use of Municipal Buildings is scheduled according to priority and the possibility exists that your date and time may have to be 
cancelled.  The following will have accessibility according to priority. 
 a. UNITS OF GOVERNMENT – Any unit of government.  No restrictions regarding time. 
   b. GLENWOOD ORGANIZATIONS/PROGRAMS – Village sponsored and Glenwood Civic Organizations/programs serving the   

         Glenwood Community.  Hours are from 9:00 am to 10:00 pm 
   c. PRIVATE USE – Glenwood residents are limited to Arquilla Park, Hickory Glen Park, Forest Park Fieldhouses or the John H.    

        Blakey Senior Center (Blakey Center applicant must be 55 years or older) for personal use. Non-residents are limited to       
        Arquilla Park, Hickory Glen Park or Forest Park Fieldhouses.  Hours are from 9am to 10pm 

 
1. Village sponsored programs and activities will have top priority in scheduling of all facilities. 
2. Glenwood residents, non-residents, Glenwood employees, and Glenwood business owners will be allowed to reserve the 

facilities for personal use.  
3. NO religious services/meetings, of any kind, will be held in either facility. 
4. Teenage dance parties are prohibited. 
5. Renters are not to adjust thermostat at any time. The minimum temperature will not be adjusted below 72 degrees and the 

maximum temperature will not be adjusted any higher than 77 degrees.  
6. Private Party rentals are restricted to Saturdays and Sundays only. Weekdays are not available for personal use.  
7. A one hundred and fifty dollar ($150.00) rental fee is required for each date requested for GLENWOOD RESIDENTS. (Glenwood 

activities/programs and Glenwood Civic organizations serving Glenwood are exempt). The NON-RESIDENT FEE is three hundred 
and fifty dollars ($350.00), which includes a one hundred dollar ($100.00) refundable deposit. Please allow up to 3 weeks AFTER 
YOUR EVENT for deposits to be issued. Deposit refunds shall always be at the discretion of the Village. 

8. A $25.00 cancellation fee may be deducted from any rental fee for cancellation less than 10 days from the event. 
9. Applications for the use of a Municipal Building must be filled out in its entirety, and the payment, if applicable, must be made 

before a date is secured.  
10. Other organizations, excluding Government and Glenwood Civic organizations may be required to maintain a $50.00-$100.00 

key deposit on file with the Village until which time the organization no longer uses the facility. 
11. Key(s) for facility use must be picked up no sooner than 9am and returned no later than 10pm on the day of your event. Keys 

MUST be returned to same place they were retrieved. This includes all activities, programs and organizations utilizing 
facilities. If you drop a key back off at Village Hall, AFTER HOURS,  place key in water payment drop box located on the west 
side of Village Hall complex (Rebecca Street). 

10. Applicant should report immediately any damage that may occur while using the facility to the Village Hall at  
(708) 753-2400 or after hours the Glenwood Police Department at (708) 753-2420. 

11. Applicant assumes full responsibility for damage to municipal property while using said facility. 
12. THE FACILITY MUST BE LEFT CLEAN, DAMAGE FREE AND IN ORDERLY CONDITION IN ACCORDANCE WITH THE FOLLOWING 

GUIDELINES: 

 NO ALCOHOLIC BEVERAGES. 

 Absolutely “NO SMOKING” anywhere in the building. 

 Gambling and/or fighting are NOT permitted. 



 Tables and chairs will be wiped clean, taken down, and put away. John H. Blakey Senior Center applicants must set up 
tables and chairs according to the diagram that is posted outside kitchen door at the end of your function. 

 Washroom facilities will not be defaced or left unclean. All Bathroom garbage must be removed from building. 

 All garbage, paper and/or debris resulting from use of facility, inside and/or outside, will be picked up, placed in plastic 
bags and removed from the building.  Receptacles are provided outside of building.  In the event the receptacles are 
missing or filled to capacity, excess garbage must be removed from the premises.  

 Nails, thumbtacks, etc. are not permitted for decorating purposes on walls, tables, chairs, etc. 

 Kitchen area must be left clean; No food in sink, refrigerator must be completely emptied, surfaces must be wiped down, 
and ALL CRUMBS SHOULD BE SWEPT / VACUUMED FROM FLOOR.   

 ALL CLEANING SUPPLIES ARE TO BE FURNISHED BY INDIVIDUAL USING FACILITY; THIS IS TO INCLUDE BROOM, WET MOP & 
VACUUM CLEANER.  

 All doors must be kept closed at all times during the use of said facility. 

 All physical activities must be confined to the outdoors.  NO BALL PLAYING, FOOTBALL, RUNNING, etc. can be conducted 
inside municipal buildings.  Athletic shoes with spiked bottoms are also prohibited.  

 Applicant must respect Municipal Property and must agree to establish such rules of conduct that will reflect respect to 
those people residing in the immediate vicinity. LIVE BANDS, AMPLIFIERS, AND LOUD MUSIC ARE PROHIBITED. 

13.  Use of facilities by programs and organizations may be revoked at any time due to the misconduct of individuals in the   
      group, or for the misuse of the property. 

14.  Requests for use of facilities and deposit refunds shall always be at the discretion of the Village. 
 
 

 
 

MUNICIPAL BUILDING INFORMIATON 
 

Municipal Rental  Address No.  Tables No. Chairs Capacity 

Arquilla Fieldhouse 225 Park Drive (8) 8ft tables 50 50 

Forest Fieldhouse 325 Center Street (8) 6ft tables 50 50 

Hickory Glen Fieldhouse 
1016 E. 192nd 

Street 
(8) 8ft tables 50 50 

Blakey Senior Center 
Glenwood Residents ONLY 
DOES NOT INCLUDE SUNROOM 

1 S. Rebecca 
Street 

(11) 8ft, (6) Round Banquet 
Tables 

90 90 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

IF YOU HAVE ANY CONCERNS AFTER NORMAL BUSINESS HOURS REGARDING ANY RENTAL FACILITY YOU MUST CALL 
THE NON-EMERGENCY POLICE AT 708-753-2420 AT THE BEGINNING OF YOUR FUNCTION TO DISPATCH PUBLIC WORKS. 

John H. Blakey Center Applicants: Tables and chairs MUST be set up according to the diagram that is posted 
outside of the kitchen door at the end of your function. ALL ROUND TABLES MUST BE HUNG BACK ON RACK. 


