
Village of Arlington Heights Meeting Space Guidelines 
 

1. All meetings must be booked by an Arlington Heights resident or business 
owner or employee who is 21 years of age or older. All bookings shall 
be made in advance using the Village’s Meeting Room Reservation Form. 
 

2. Meeting rooms cannot be reserved on an ongoing basis by one organization 
more frequently than once per month. Requests for a meeting room must be 
made at least two weeks in advance. Please note that the Village Hall will not 
open until ½ hour prior to the scheduled start of the meeting and the 
applicant is responsible to notify those attending the meeting. 
 

3. A certificate of insurance may be required from a group or individual renting 
a room at the Village Hall. If required, the certificate of insurance must name 
the Village of Arlington Heights as an additional insured in an 
amount determined by the Village. 
 

4. The Village does not provide any food or beverages as part of any room 
reservations. If food or beverages are to be available to participants, it shall 
be the responsibility of the participants to arrange for delivery, set-up, 
cleanup and proper disposal of refuse. Any group requesting a reservation 
must notify the Village at the time the reservation is made as to whether 
food and beverages are to be served. NO ALCOHOLIC BEVERAGES ARE 
ALLOWED. 
 

5. Individuals, groups or organizations booking the Village’s meeting rooms 
assume full responsibility of providing and paying for special 
accommodations that are requested by participants in accordance with the 
Americans with Disabilities Act. 
 

6. Excessive noise or disruption of other meetings or business activities may 
result in a request to leave the premises. Future reservation requests may be 
cancelled or denied. 
 

7. Groups requesting to bring extra equipment onto the site or into the 
building must indicate this on the application form. The Village is not 
responsible for the storage of any equipment or supplies and any items left 
at the building following conclusion of the meeting may be disposed of. 



8. No group or organization may use the Village Hall mailing address or 
phone number as any part of the publicity other than to set forth the 
location of the meeting. Any and all publicity must not imply that the Village 
is sponsoring the program and must include language that states the 
meeting is neither sponsored by nor endorsed by the Village of Arlington 
Heights. All contacts regarding the meeting must be directed to the 
organizational contact person. 
 

9. Publicity information may be requested by the Village for informational or 
reference purposes. The Village is not responsible for answering questions 
about a meeting or taking messages related to any meeting. 
 

10. The Village does not furnish audio/visual equipment. 
 

11. The Meeting Room Reservation Form will include pictures showing the 
standard layouts for each room which may be reserved. When selecting a 
room, pleases note the layout and furniture in the room. If your meeting 
requires a special set up, it must be noted on the application along with a 
diagram attached. Furniture is not to be moved by your group. 
 

12. Adult sponsors (over 21) must be present at all times and must maintain a 
ratio of no less than one adult per ten children. Any group with members 
who are under 21 years of age must have an adult sponsor present at all 
times. 
 

13. The Village reserves the right to change, cancel or relocate any 
requested reservation as circumstances warrant.  
 

14. Space(s) will not be made available for physical activities.  
 

15. The Village Hall is a smoke-free facility.  
 

16. Upon notice the Village can assist in providing up to 25 parking spaces 
on  the top level of the Municipal Garage and the ramp heading down from 
the top floor, if available. It is your responsibility to request parking and to 
inform your group of where to park. If there are not enough open parking 
spaces, guests will need to use the Sigwalt parking lot on the southeast 
corner of Sigwalt and Arlington Heights Road. If meeting is held during the 



weekday, guests must pay $2.00 in the yellow paybox located in the corner of 
the lot. 

 


