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Reading assignments supplement each week’s lectures. Please read before the lecture.

The Greeter at the Lincoln Park Conservatory
The Mission and Vision of the Lincoln Park Conservancy
Remember, all your interactions with the public should embody and advance the mission of
the Lincoln Park Conservatory
Mission:
The Mission of the Lincoln Park Conservancy is to identify, preserve, and enhance the
natural, historical, and cultural assets of Lincoln Park through restoration,
management, advocacy, and stewardship to benefit the Park, the public, and the
environment while providing opportunities for education and community
involvement.
By creating a welcoming presence at the front of the Conservatory, you encourage all visitors
(including people who are only using the restroom, or seeking to dry off/warm up) to come into
the Conservatory and explore.
You are also raising awareness of the Lincoln Park Conservancy as an organization; something
that can encourage all visitors to become more involved with us and our work.
Please keep the mission of the Lincoln Park Conservancy in mind during ALL your interactions
with EVERYONE who comes into the Conservatory.
You are also helping us gather very useful and interesting data about the people who visit the
Conservatory. Based on data Greeters have collected we have real numbers for the number of
people who come to the Conservatory, the rough age ranges of people who come, and where
they come from. We know they come from more than 62 countries, and all 50 states!
Please feel free to share the work we do with visitors during longer interactions.

Overview
The mission of the Lincoln Park Conservancy is to identify, preserve, and enhance the natural, historical
and cultural assets of Lincoln Park. This mission is accomplished through restoration, management,
advocacy, and stewardship to benefit the park, the public, and the environment, while providing
opportunities for public education and engagement. The Conservancy was established in 1984 and is
entering its 35th year of partnership with the Chicago Park District by providing additional stewardship,
site management, resources, staff, and programs in support of Chicago’s largest and most visited park.
A major milestone for the Conservancy was the $2.4 million restoration of the Alfred Caldwell Lily Pool,
which the Conservancy now manages and programs. Additionally, the Conservancy maintains the North
Pond Nature Sanctuary for which it is currently developing a long-term master plan to restore and
revitalize the ecological health and diversity of the Pond and its surrounding environs. The Conservancy
also offers programming at the Lincoln Park Conservatory where it is currently undertaking a multiyear
plan to restore and enhance the structural and programmatic elements of this historic icon. The
Conservancy’s work touches all parts of the park including tree and flower planting, ecological
stewardship, and visitor amenity improvements throughout the park’s 1,208 acres. In April of 2018 the
Conservancy hired a new Executive Director with over 20 years of environmental nonprofit leadership
experience who, in conjunction with four professional staff, over 200 volunteers, and a dedicated Board
of Directors works collaboratively with partner organizations and community members in support of the
Conservancy’s mission.
The Conservancy’s role has increased significantly since its founding in 1984. As the organization
celebrates its 35th anniversary in 2019, our work will expand in the following significant ways over the
coming year:
Restoration Projects
North Pond Nature Sanctuary
Beyond the Conservancy’s ongoing stewardship of the North Pond Nature Sanctuary, we are engaged in
the multi-year development and implementation of a comprehensive plan to further enhance and
improve this important urban habitat. Currently over 250 migratory birds, 100 native plant species, and
a variety of fish species, amphibian, and insects call North Pond home. The implementation of the
North Pond Master Plan will greatly improve the ecological health and diversity of the site including:
o Tiered Sedge Meadow – an innovative approach to improving water quality that utilizes
natural ecosystem services to filter run-off and storm water before it enters the Pond to
enhance the aquatic environment and provide a real-world example of natural
infrastructure in action.

o

o

o

Extensive Prairie Habitat – an expanded prairie on the Pond’s southwest corner to
improve habitat for bird and insect species and serve as a hub for interpretive programs
on Midwestern ecosystems and citizen science projects.
Water Quality Enhancement – comprehensive water quality analysis, dredging, and
bank stabilization of the pond to increase overall pond depth and water quality to
improve and increase species abundance and diversity while providing for ongoing
citizen science monitoring opportunities.
Sunshine Playscape – an interactive playscape that reflects the natural environment of
the North Pond Nature Sanctuary and blends traditional playground equipment with
natural play features including a crawl-through willow tunnel and cave, natural slides,
interactive sun-dial, fossil sandbox, labyrinth, and much more. Young learners and their
caregivers enjoying the Playscape will develop an appreciation for nature and the
outdoor world—a critical element of human development that research notes is
currently missing for many young Americans—as well as explore the process of scientific
inquiry and discovery and foster the development of socialization and higher-order
thinking skills. The Playscape opened to the public in September of 2019. The
Conservancy will offer regular programming for young learners and their caregivers in
the Playscape as well as making it available to other Lincoln Park institutions and
neighboring schools for their programming.

Lincoln Park Conservatory
In partnership with the Chicago Park District and the Chicago Parks Foundation, the Conservancy is
embarking on a multiyear project to restore and expand the Lincoln Park Conservatory. Designed by
noted Victorian era architect Joseph Lyman Silsbee, the circa 1890’s facility has endured decades of
deferred maintenance and its green houses have not benefitted from advancements in horticultural
technologies. The Conservancy, with its partners, is currently engaged in a visioning and scoping
exercise to revisit a master plan for the Conservatory developed in 2006 and develop a plan, timeline,
and budget for refurbishment of the steel found throughout the facility, a complete re-glazing of the
structure, and the remodeling and addition of new amenities including: new grow houses, 100% ADA
accessibility in all public display houses, and a program and event space for youth, family, and adult
programming and special events. Once the project is complete, the Conservancy will become the
programmatic lead for all educational programming and events held at the Conservatory.
Stewardship
North Pond Gardeners
The Conservancy’s North Pond Gardeners program, is a staff-supported, volunteer-driven program that
engages community members in the active stewardship of North Pond and its surroundings, including:
invasive species removal, seed collection, planting of native wildflowers and grasses, pruning and
trimming, and path and trail maintenance.
Seasonal Stewardship Events
The Conservancy hosts large, seasonal events to engage groups and the general public in our
stewardship work across Lincoln Park. Two of our largest events are Earth Day and Public Lands Day,
both of which attract over 200 volunteers each annually.

Corporate Work Days
The Conservancy currently manages over 50 corporate and organizational work days throughout Lincoln
Park.
Educational Programs and Events
Lincoln Park Docents
Our popular docent program trains over 50 individuals annually and in total provides over 100
educational interpreters that provide guided tours, structured education programs, and informal
educational interactions to school groups, tour groups, and public visitors to the Lincoln Park
Conservatory, Alfred Caldwell Lily Pool, and North Pond Nature Sanctuary.
North Pond Lecture Series
The North Pond Lecture Series is designed to provide community members and the broader public
exposure to central elements of the North Pont Master Plan, while connecting and applying these
themes more broadly across other communities and natural systems. 2018/19 topics included: native
habitats and species, ecological restoration and ecosystem services, “nature play” and childdevelopment, and natural system interpretation and storytelling. Over 100 individuals attended the
lectures last year.
Parent/Child Nature Learning Classes
The Conservatory is currently developing a series of parent/child nature learning classes that debuted
with the opening of the Sunshine Playscape and will continue to grow through 2020.
Guided and Themed Tours
The Conservancy offers a variety of guided and themed tours at its managed locations including: Edible
Plants, Wildflower Walks, Walk the Pond Family Activity Tour, and more.
Building for the Future
Over its 35 year history, the Lincoln Park Conservancy has been the nonprofit champion of Chicago’s
largest and most visited park. Our dedicated staff and loyal volunteers can be found throughout the
park nearly every day of the year helping restore and protect all of Lincoln Park’s treasures for current
visitors and generations to come. As it embarks on its next 35 years, the Conservancy looks to step into
an even greater leadership and stewardship role to meet growing need across the entirety of Lincoln
Park, from Osterman Beach to Ohio Street Beach and all the wonders in between.

Lincoln Park for Me!
Campaign for Lincoln Park
Celebrating 35 Years of Restoring and Enhancing Lincoln Park

Sunshine Playscape: Top-Off Campaign
Show your support for our community and Lincoln Park! Help us raise the last 10 percent of our fundraising goal for the
new Sunshine Playscape. Slated to open in September 2019, the Sunshine Playscape is an interactive play area that
reflects the natural environment of the North Pond Nature Sanctuary and blends traditional playground equipment with
natural play features. The Playscape will provide children of all ages and abilities with an opportunity to connect with
nature in a safe and fun environment. Show your support of this important new addition to Lincoln Park by contributing to
the Sunshine Playscape today. All individual donors of at least $1,000 and business donors of at least $2,500 will be
honored on the Playscape’s donor wall with an inscribed brass leaf. Limited space remains. Don’t delay, donation cutoff date is July 15, 2019 to ensure inclusion on the donor wall for the grand opening.
MAJOR PLAYSCAPE FEATURES
Stone steppers and hillside slides
Crawl-through willow tunnel and log
Tree stump tea-party venue
Messy Materials area
Interactive sun-dial
Arbor swing
Nature playhouse
Gathering area
Dry creek-bed and water feature
Swings and monkey-bars
Tree stump jump-and-step

Support the Nonprofit That Supports Your Park!

Nature path featuring pond animal tracks,
and much more
LINCOLN PARK
CONSERVANCY
2000 N. Racine, Suite 4800
Chicago, IL 60614
LincolnParkConservancy.org

For more information contact:
Doug Widener
773-883-PARK
dwidener@lincolnparkconservancy.org

Dig Deep for North Pond!
Campaign for North Pond
A three-year plan to revitalize the North Pond Nature Sanctuary

A Sustainable Nature Sanctuary for the Next 100 Years
The North Pond Nature Sanctuary is home to over 250 migratory birds, 100 native plant species, and a variety
of fish, amphibians, and insects. The pond and its surroundings are at a critical juncture and need significant
ecological restoration. The Lincoln Park Conservancy announces a three-year revitalization project of North
Pond. Plans include: dredging to deepen the pond; edge grading, planting, and stabilization; and expanding
natural areas around the pond. Your support is vital to North Pond’s restoration. 100 percent of project funding and ongoing care will come from private and community sources. Pledge your support for North Pond!
Make a financial contribution, host a meeting to learn more, or volunteer your time. Share your commitment to
North Pond on social media by using #DigDeepForNorthPond.
MAJOR PROJECT PHASES
Knowledge – Complete key studies
and public meetings to finalize restoration plan.
Dredge – Deepen pond to improve
water quality and habitat.
Edge – Restore pond edge to decrease erosion and runoff.
Sedge – Design and plant a native
sedge meadow to capture, filter, and
direct stormwater to the pond.
Pledge – North Pond needs you!
North Pond’s restoration and care is
dependent on community financial
support and long-term stewardship.

Help us to help North Pond!

LINCOLN PARK
CONSERVANCY
2000 N. Racine, Suite 4800
Chicago, IL 60614
LincolnParkConservancy.org

For more information contact:
Doug Widener
773-883-PARK
dwidener@lincolnparkconservancy.org

Follow us: Facebook.com/
ChicagoLincolnPark
Instagram, Twitter,
Pinterest: /LPConservancy
Tag us at #LP4Me
Support us:

Greeter Position Setup
The Mission and Vision of the Lincoln Park Conservancy
Remember, all your interactions with the public should embody and advance the mission of the
Lincoln Park Conservatory
Mission:
The Mission of the Lincoln Park Conservancy is to identify, preserve, and enhance the
natural, historical, and cultural assets of Lincoln Park through restoration, management,
advocacy, and stewardship to benefit the Park, the public, and the environment while
providing opportunities for education and community involvement.
Greeter Location
Please feel free to stand in either the Palm Room or the Lobby. You may move back and forth
between the locations based on visitor attendance, traffic flow, number of other volunteers
present, or other environmental factors.
You are also welcome to sit down, though sitting behind a desk is much less friendly than sitting
or standing next to or in front of it. We have a new sit-stool where you can rest, and still be at
visitors eye level. Please put it next to the table, not behind it, if you use the table.
If there is more than one person on shift, chose where each of you will be.
• One way to do this is to have one person in the lobby and one in the Palm Room.
• Another way to do it would be to have both people in the Palm Room, one by the
Calabash Tree, one by the Sausage Tree.
• Potentially when the weather is nice, one can be outside and one inside.
If there is more than one person, you will also want to divide up the tasks between yourselves.
For instance:
• Person One could welcome people and ask for zip codes, while Person Two thanks
people for visiting and encourages them to make a donation.
• Person One could welcome people and give them an orientation (hands out map or
scavenger hunt), while Person Two asks for zip codes and encourages donations.
• Person One talks (welcomes people, asks for zip codes, asks for donations ), Person Two
records information
• Etc.

Lincoln Park Conservatory Greeter Position
Setting up the greeter table.
•
•

•

•
•

Greeter materials are in the black box in the Conservatory Office. It is in (or near)
the glass-block window near the sign-in sheets and the large office printer.
You can choose whether you want to use the table to display information based on
how busy the day is (or is expected to be).

Collect and display appropriate Conservatory and Conservancy handouts, most if not
all of these are in the box. You can also find some of them on the wall in the lobby of
the Conservatory. These can include, but are not limited to
o The conservatory map
o The scavenger hunt
o Conservancy membership brochures
o Docent flyers
o LP Conservancy calendars (yellow sheets)
o Suggested Donations amounts
Fanning them out so that they are visible and easy to take is inviting. Please check
on them and tidy them periodically through your shift.
Please remember to collect these materials and put them in the office at the end of
your shift.

Lincoln Park Conservatory Greeter Position
Gathering data
Information about how many visitors come and where they come from can be very helpful
when developing programming, seeking out grant money, etc. To help with this we ask for
their zip code and the estimate how many adults and how many children are in their group.
This is an increasingly common ask (where people are from). A good way to encourage
visitors to share their zip code is to share your own zip code. It can be where you live now, or
where you’re first home was, or some other similar zip code.

Requesting Donations
The Conservancy privately funds a variety of park improvement projects including historic
buildings, monuments, natural areas, gardens, and playlots.
Donations truly are a key source of revenue for the Conservancy. We depend on you to
promote them and help us all have the resources to continue the work we all do as well as
keep the LPC a world class cultural institution!
People will make immediate connections to the Conservatory, which is a major project for the
Conservancy. Feel free to point out some of the other programs and projects the Conservancy
is involved in. New and Ongoing Projects you can mention or discuss with guests. Most of
these are referenced on our web page. For more detailed information, please visit
http://lincolnparkconservancy.org/ :
•

•

•

Supporting the Conservatory
o Helping to purchase plants, fish food, benches, and other materials in
the Conservatory
o Assisting with building maintenance
Supporting the Lily Pool
o Ongoing maintenance of the site, including weeding, planting, watering,
cleaning, and structural care
Supporting and development of the North Pond Nature Sanctuary
o Enhanced transitional areas (bus stops, underpasses, pedestrian crossings)
o Expanded West Prairie
o Additional Formal Paths
o Installation of a New Sunshine Play Space – including installation of a combination
of natural and traditional play equipment
o Installation of a new Sedge-meadow that uses natural plants to filter and
purify water entering the pond

Lincoln Park Conservatory Greeter Position
•

Supporting all of Lincoln Park
o Picking up trash, maintaining trees and natural areas, and otherwise helping to
keep the Park healthy
o Maintaining and restoring sculptures and other monuments in the

park When asking for donations, share with guests the many ways they can
participate.
•
•

We accept cash and check donations in the Donation Box located in the lobby.
Visitors can also go online and donate at our web page.
Lincolnparkconservancy.org/support We are in the process of updating our donations
page, so for the moment, donations should be made to the “General Operating”
fund, or visitors can decide they want to support us through a membership, they can
also do that on the support pate.

•

We can also take credit cards using the Clover device (see the instructions for how
to use the Clover in a separate document).
Visitors are also welcome to take membership/donation envelopes and mail us
a contribution. These are also in process of being updated.

•

People should never feel forced or intimidated; it is a “suggested” donation. Your friendly and
sincere delivery will equate to higher donation totals, and better overall feeling towards the
Conservancy, than a strong and forced statement. This message can be worded to visitors in a
variety of ways; please put it in your own words, words that you feel comfortable using. The
more comfortable you are, the more comfortable they are, and the more likely they are to
donate.
Please reach out to every adult visitor. It can be easier to ask people to donate on their way
out after their visit. Sample messages:
o There is no charge to come in, but if you’d like to support us, we appreciate donations
at
the box in the lobby. Have a great visit!
o Welcome to the Conservatory! Please, be sure to support us by donating on your
way out! We suggest $7 for adults and $3 for children.
o The Conservatory is free to enter, but we do appreciate donations. We suggest $7
for adults and $3 for children. Enjoy!

Notes:
Don’t necessarily volunteer this, but if people ask, the money goes to the Conservancy. We use
the money for programming, including at the Conservatory.

Greeter: The Ask – Sample Scripts
Sample Scripts: These are basic talking points, feel free to expand on these, build a short
conversation with the visitor, etc. as appropriate for the situation.
One Person:
o Welcome!
o May I have your zip code for attendance purposes?
o Are there
adults and
child in your party?
o The Conservatory is free to enter. We would love to have you become a member or
make a donation to help support the work we do here. We suggest $5 for adults and $3
for children.
o Have you been here before? I recommend you check out
(some timely flower or
event of your choosing)
o Enjoy!
• Actual Opening Lines from Greeters:
o Hi! Welcome to the Conservatory. We’re taking attendance today. Can I have
your Zip Code?
o We’re interested where people come from. Will you share your zip code?
• Other tips and Suggestions
• A group can come from more than one zip code. When it’s busy,
it’s okay to only take one:
• Can I have a zip code from one person?
• On the other side, if multiple people from one group share multiple
zip codes, please note that on the data sheet.

Two People:
o Both people collect zip codes using a variation of the above script – be sure that you are
not duplicating the data, so stand at different doors or somewhere you can confirm that
each of you are getting different people.
o One person welcomes and collects zip codes and the other person thanks people for
coming and asks for donations.

Other Tips from Greeters:
o It’s good, if you have the chance, to strike up a bit of a conversation with people on
their way in. Especially do this when it is quiet. If the Conservatory is busy, still try to
make each exchange feel personal - perhaps prepare some quick but “closed” things to
say
• Encourage them to see specific things. – what’s in bloom? What’s fruiting? Etc.
• Personal recommendations are always stronger – tell them about your favorite plant
• Talk about where they are from. Build a relationship.
• Share our projects with them and let them know they can follow us and tag us on
social media
o After asking for zip code share highlights of what’s interesting today.

Greeter: The Ask – Sample Scripts
Other Tips from Greeters (continued)
o Some people don’t want to share their zip code. Most are okay with it if you show
them the form and clarify that we only collect zip codes and numbers of people.
o A few people will still refuse. That’s fine. Invite them to enjoy their visit anyway.
o If one person goes to the bathroom, talk to the other one.
• Welcome. Nice to have you here. What a beautiful baby/whatever. Are you
visiting Chicago for business or pleasure?

Asking for a Donation:
o Please consider giving a donation. We need to keep hungry plants fed!
o Help us keep it free!
o It’s free, but we hope you will donate. Especially if you enjoy your visit
o If you enjoy your visit, please consider putting money in the donation box on the way
out.
Other tips:
▪ Donations are best made by making people feel you are paying them
special attention
▪ Thank them after each donation
▪ Complement adults who give children money to donate
▪ You’re more likely to attract people’s attention on the way in. On the way
out, they mostly just want to go.
▪ The slit is on the side of the box (people look for it at the top)

Date: ___________

Name: ___________________________
Attendance
Sheet number_________
Lincoln Park Conservatory

Hour: ___________

Zip Code or
Country

Adults

Children
(under 16)

Zip Code or
Country

Adults

Children
(under 16)

Photo Policy at Lincoln Park Conservatory
Greet are asked to help monitor people who take photographs in the Conservatory.
Visitors are welcome to take photos for personal use. We discourage the use of use
tripods, lighting, reflectors, or props.
Permits are required for
• Engagement photos, Wedding photos, and Cotillion photos.
• Commercial (Advertising, Catalogs, Publications), Documentary photos, and Web based media.
Photographers can obtain a permit from the Chicago Park District:
https://www.chicagoparkdistrict.com/permits-rentals/filming-photography
What to do:
• When you see a Professional photographer, please ask to see their permit. They should
have an actual permit, but can also show the email confirmation.
• If they have one:
o Be sure to check the date on the permit. Permits are valid only for a specific
date.
o Thank them for their help maintaining the Conservatory as a beautiful place to
take pictures.
o Give them a lanyard that documents that they have the correct permit.
o Let them know to return the lanyard to you, another volunteer (in a green
apron), or one of the Conservatory staff (in Park District shirt)
• If they don't have a permit:
o Remind them that the money from the permit goes to maintain the parks, but
specifically the Conservatory.
o Let them know they are allowed to enter, but can not take photos during their
visit, or they may be asked to leave.
o Let them know that they can easily get the permit on line and share the CPD
photo permit site:
Remind all visitors (professionals and casual visitors) with camera equipment about the rules of
behavior in the Conservatory:
• Our paths are narrow: Please stay to one side so that general public, Conservatory staff,
and volunteers may pass.
• Help us protect our plants for the enjoyment of all visitors: Remain on the public
paths.
• There are no changing or storage facilities.
• Staff and Volunteers cannot be responsible for left materials.
• This is a public space: Individuals with a photo permit must share the space with all
visitors.

Photo Policy at Lincoln Park Conservatory
Chicago Park District requires that people must have a permit for the following types of photos:
• Engagement photos, Wedding photos, and Cotillion photos
• Commercial (Advertising, Catalogs, Publications), Documentary photos, and Web based media
Permits are not required for other photography events.
Greeters take the primary role in checking that photographers have a permit to take pictures in
the Conservatory. When there are no Greeters on duty, or the Conservatory is very busy,
Docents should support the Greeters and ask people coming in with photography equipment
and/or dressed for photo sessions if they have a permit.
If the group has a permit, please give the photographer and potentially one
other member of the group the orange photo lanyard to display while they
are in the Conservatory. Permits should be returned to Greeter (or Docent)
when the group leaves.
Orange permits can be obtained from the Palm House Basement/Maria’s
Office. They are hanging just to the west of the window. Feel free to take a
couple with you when you start your shift.

If groups do not have permits, direct them to
https://www.chicagoparkdistrict.com/permits-rentals/filming-photography
Please note that groups without permits can be asked to leave.
All visitors coming into the Conservatory to take staged photos should be reminded of the rules
and can be given the half page handout as an FYI or as support when correcting their behavior.
Encourage people to stay to one side of the paths so that other visitors, volunteer and staff can
get past. Remind them that there are no changing or storage facilities, and that Staff and
Volunteers cannot be responsible for left materials.
Even with a permit, all groups must share the space with all other visitors.
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Special Event Permit Application Process
THE DEPARTMENT OF REVENUE HAS MOVED
We are pleased to announce the Department of Revenue is now located at the
Northwest corner of Soldier Field, 359 E. McFetridge, just across the street from the
Field Museum main entrance.

A special event permit application is required for events hosted in all Chicago parks.
Applications are only available online through the following two-step process.

STEP 1
Pay non-refundable $35 Permit Application Fee now, and secure your spot in the
queue:

STEP 2
Complete & Submit a Special Event Permit Application:
2018 Special Event Permit Application (click here)
https://www.chicagoparkdistrict.com/permits-rentals/special-event-permit-application-process

NOTE: You will be asked to include your Permit Application Fee receipt number, from
Step 1.
IMPORTANT: Site plans are required for all events, a route map with step-off times
is required for all runs/walks. Applications won’t be assessed until a site plan and
route map (if needed) are sent.

Application form is best viewed in Chrome or Internet Explorer browsers.
View our Frequently Asked Questions page to learn more about this process.
For any other questions, please call us at (312) 742 - 5369.

1/4
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Special Event Permit Application Process FAQs
Where do I start?
How many can I purchase at once?
Can I still apply in person?
Why am I being charged a $2 service charge?
What is your refund/cancellation policy?
What happens after I purchase the Permit Application Fee and submit the Special
Event Permit Application?
I plan on purchasing a Permit Application Fee on the rst day available (the intake
day) at 9am. What can I do prior to that to save time?
I plan on purchasing a Permit Application Fee online on the rst day of intake. What
can I do that morning to save time?
How does wish list work?
Do I need my event name nalized at time of app fee purchase?
Is there a time limit?
What if I owe the Chicago Park District Money?
I wasn’t able to nish completing the Special Event Permit Application form. Can I
save it and nish later?
Can I submit a paper form of the Special Event Permit Application?
What if I want to make changes to my application form after I submit it?
Can I access the form in all browsers?

Where do I start?
Visit the Permits and Rentals page on our web site. Click on the photo that best
describes the type of event you are planning, to learn about fees and the application
process. For most picnics, ceremonies and walk/run events the process is now two
steps:
1. Purchase Special Event Permit Application Fee Online
2. Submit Special Event Permit Application Package Online (requires receipt number)

https://www.chicagoparkdistrict.com/permits-rentals/special-event-permit-application-process-faqs
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How many can I purchase at once?
A customer may purchase unlimited application fees. During the online transaction
you may update the quantity you wish to buy. Please note this fee is non-refundable.

Can I still apply in person?
Yes, starting on the Monday following the online intake day, applications will be
accepted at the Department of Revenue and three Region Of ces:
Chicago Park District - Department of Revenue
359 E. McFetridge*
Chicago, IL 60605
* Northwest corner of Soldier Field, just across the street from the Field Museum
main entrance.
Chicago Park District - North Region Of ce
Warren Park
6601 N. Western Ave.
Chicago, IL 60645
Chicago Park District - Central Region Of ce
Gar eld Park
100 N. Central Park Ave.
Chicago, IL 60624
Chicago Park District - South Region Of ce
Tarkington Park
3344 W. 71st St.
Chicago, IL 60629

Why am I being charged a $2 service charge?
https://www.chicagoparkdistrict.com/permits-rentals/special-event-permit-application-process-faqs

This is a convenience charge that is assessed per online receipt.

What is your refund/cancellation policy?
The Permit Application Fee is not refundable.View the full refund cancellation policy for
rental fees and security deposits .
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What happens after I purchase the Permit Application Fee and submit
the Special Event Permit Application?
Please allow a minimum 14 business days for processing. If your requested day/time is
available you will receive an email with a link to your pending permit. It will indicate
what documents and fees are due and include a due date. If your request cannot be
ful lled, you will receive an email noti cation that your application has been denied
and the reason why.

I plan on purchasing a Permit Application Fee on the rst day available
(the intake day) at 9am. What can I do prior to that to save time?
There are a few things you can do to be better prepared for the rst day of intake. We
suggest the following:

Create your account in advance - Accounts can be created online or at the park Make sure you know your password
Add the “Permit Application Fee” (for the year of your event) to your wish list . The
wish list feature saves time on the rst day of application processing.
If you're planning for more than one event - in a separate document, type a list of
your event names in priority order, separated by commas. During the online
purchase process, you will be asked to list all event names in priority order,
separated by commas. If purchasing multiple application fees, this will allow you to
copy and paste this list and save time.

I plan on purchasing a Permit Application Fee online on the rst day of
intake. What can I do that morning to save time?
Prior to 9am, we suggest:
Log into your account
Copy the list of event names (see more info. on this above)
Have your credit card ready - Visa, MasterCard, Discover and American Express are
accepted

How does wish list work?
Saving the fee in your wish list is a way to save time searching for it on the morning of
intake day. When you log in that morning, open the wish list and watch the
countdown to 9am.
https://www.chicagoparkdistrict.com/permits-rentals/special-event-permit-application-process-faqs
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Do I need my event name nalized at time of app fee purchase?
An event name is required in order to complete the transaction. Minor changes to your
event name may be submitted in writing later.

Is there a time limit?
Yes. Your cart will empty after 15 minutes and the login session will timeout after 30
minutes of no activity.

What if I owe the Chicago Park District Money?
You will be prompted to pay the balance due before purchasing the Application Fee
online.

I wasn’t able to nish completing the Special Event Permit Application
form. Can I save it and nish later?
The application may be saved and opened again at a later time. It is not received by the
Chicago Park District until you click “Submit” on page 10.

Can I submit a paper form of the Special Event Permit Application?
Yes. You can print and complete the form at home and fax it to the Department of
Revenue at (312) 742-5339, or deliver it in-person to the Department of Revenue or one
of the three Region Of ces (see addresses above). Paper applications are also available
at these locations.

What if I want to make changes to my application form after I submit
it?
Changes may be submitted in writing.

Can I access the form in all browsers?
Yes, the form can be accessed in all browsers, however it's best viewed in Chrome and
Internet Explorer.

https://www.chicagoparkdistrict.com/permits-rentals/special-event-permit-application-process-faqs
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Permits & Rentals

Filming & Photography
A permit is required for the following types of lming and photography

Commercial, such as:
Advertising
Catalog photos
Publications
Documentary
Web-based media
Non-commercial use, such as:
Engagement photos
Wedding photos
Cotillion photos
Student projects
Applicants must be currently enrolled in an accredited school working on a class
project to qualify for a student rate.
View fees and get started now.

News Media Con rmation Permit
To conduct a professional journalism-based activity on park property a News Media
Con rmation Permit is required. To obtain this permit, contact the Chicago Park
District Department of Communications at (312) 742-4786.

If you have any additional questions, view our Frequently Asked Questions page, or call
(312) 742-5369.

CONTACT US
(312) 742-PLAY (7529)
TTY: (312) 747-2001
541 N. Fairbanks
Chicago IL, 60611, USA
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Permits & Rentals

Wedding Permits

Reception Only or Reception with Ceremony
Numerous historic and unique indoor and outdoor facilities are available for rental. For
a full list of venues available click here . We provide the breathtaking setting and
customers provide the imagination using one of our Preferred Professionals who offer
catering, event rentals and event production services.

Ceremony Only – Outdoor Garden or Picnic
Grove
To host a wedding ceremony outside in one of the Park District’s gardens or beaches a
Special Event Permit – Commemorative Level is required regardless of location and
number of people. This permit allows for use of designated outdoor space for a two or
four hour time frame and allows for chairs & trellis. Ampli ed sound is allowed with a
Commemorative Level 2, 3 or 4. Food and beverage is not allowed. All equipment
rentals (chairs, trellis, etc.) must be contracted through the Chicago Park District
Preferred Professionals.

Engagement or Wedding Photography
Buckhingham Fountain, Museum Campus and two world-class conservatories are just
a few of the gorgeous backdrops for your once-in-a-lifetime photos. Learn more & start
the application process here for your Non-Commercial Media Permit.

Fees
For pricing and additional information, click on the relevant link below for your event:
Outdoor Ceremony Only
Indoor Ceremony and/or Reception, or Outdoor Reception
Engagement or Wedding Photos Only
1/2
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2019 MEDIA PERMIT APPLICATION

Please contact these locations directly for media permits:
Alfred Caldwell Lily Pool | Lincoln Park Zoo | Maggie Daley Park and Cancer Survivors Garden | Millennium Park

INSTRUCTIONS: Visit www.chicagoparkdistrict.com/permits-rentals. Purchase the $35.00 “2019 Permit Application Fee”
and provide the Permit Application Fee receipt number below. Additional information starts on page 7.
APPLICANT INFORMATION
PERMIT APPLICATION FEE RECEIPT NUMBER

NAME OF APPLICANT (same as individual’s name listed in Signature section on page 6)

E-MAIL ADDRESS

TODAY’S DATE

DRIVER’S/STATE ID#

CELL PHONE

DAYTIME PHONE

FAX

ADDRESS

CITY

STATE

ZIP CODE

TYPE OF MEDIA PERMIT AND FEES
Please choose the type of Media Permit by checking the appropriate box below.
$35 application fee and $45 permit fee (per hour, per location)
• Restrictions may apply.
• Insurance NOT required.

NON-COMMERCIAL FILMING/PHOTOGRAPHY

(e.g., Wedding Photos)

NON-COMMERCIAL STUDENT FILMING/PHOTOGRAPHY

STILL PHOTOGRAPHY

$35 application fee and $45 permit fee (per location, per date)
• Available to currently enroled students with a media assignment.
• A letter from a school official verifying the applicant’s enrollment status and
that the shoot is related to course work is required.
• Insurance required (see pages 9-10).
$35 application fee and $820 permit fee (per location, per date)
• $520 refundable security deposit.
• Insurance required (see pages 9-10).

FILMING LEVEL 1

$35 application fee and $295 permit fee (per location, per date)
• $200 refundable security deposit.
• Insurance required (see pages 9-10).

FILMING LEVEL 2

$35 application fee and $470 permit fee (per location, per date)
• $520 refundable security deposit.
• Insurance required (see pages 9-10).

FILMING LEVEL 3

$35 application fee and $1,055 permit fee (per location, per date)
• $520 refundable security deposit.
• Insurance required (see pages 9-10).

FILMING LEVEL 4

$35 application fee and $1,935 permit fee (per location, per date)
• $5,200 refundable security deposit.
• Insurance required (see pages 9-10).

(1-5 crew, talent, vendors, volunteers, etc..)

(6-12 crew, talent, vendors, volunteers, etc..)

(13-20 crew, talent, vendors, volunteers, etc..)

(21 and greater crew, talent, vendors, volunteers, etc..)

ATTENTION: A $35 late fee will be assessed for all applications received less than 7 days prior to filming/shoot date.
Note: Media Permit availability may be limited during peak periods. Additional fees may apply for indoor locations; fees vary by site.

DEPARTMENT OF REVENUE

Phone (312) 763-6710 | Fax (312) 742-5339 | www.chicagoparkdistrict.com
Mailing Address: 541 North Fairbanks Court | Chicago, IL 60611 | Office Location: 359 E. McFetridge Dr. | Chicago, IL 60605
Version: 1/1/2019

FILMING/PHOTOGRAPHY SHOOT INFORMATION
NAME OF SHOOT
PARK(S) REQUESTED

SPECIFIC LOCATION

DATE(S) OF SHOOT (include all set-up and tear-down dates)

TIME OF SHOOT

Start Time:
NUMBER OF PARTICIPANTS (include all persons conducting and partaking in shoot)

Finish Time:

MEDIA OUTLETS

Please describe any and all media outlets that the film/photographs will be published? (For example, if you’re filming a commercial that will be
viewed on the internet, please provide the internet address or addresses.)

SHOOT CONTENT DESCRIPTION
(Including client/company)

EQUIPMENT DESCRIPTION
(Including client/company)

DISTRIBUTION / AUDIENCE DESCRIPTION

Where and how is film/photography intended to be distributed?

FILMING/PHOTOGRAPHY SHOOT FEATURES AND STRUCTURES
All filming and photography shoot features and structures are subject to the approval of the Chicago Park District.

AMPLIFIED SOUND(Amplified sound must be directed away from residences and must comply with sections 8-32-010 through 8-32170 of the Chicago Municipal Code.) Please note amplified sound is not allowed in all parks. Check with the permit coordinator for details.
Are you requesting permission to have amplified sound? (Please check No or Yes below. If Yes, please provide additional information as requested below.)

Please note: If you’re using generators for amplified sound, generators that minimize the impact to the environment are preferred (i.e. generators that run on biodiesel or
other renewable or less emissions fuels). Please describe how you will minimize the impact of generators for amplified sound.
• Amplified sound must be directed away from residences and must comply with section 8-32-070 of the Chicago Municipal Code. The proposed location of the sound
system, direction of sound and location of all speakers must be identified on your Site Map.
• All requests for amplified sound must be approved by the Chicago Park District and comply with section 8-32-010 through 8-32-170 of the Chicago Municipal Code

No

Yes

Hours of Amplified Sound (during event):
Hours of Amplified Sound (sound checks):

To
To

(Please document any modification to the amplified sound schedule information above during a multiple day shoot if applicable.)

Description: (i) indicate on the map discussed in the Site Map section the location of the sound system, location of all purpose and plans for amplified sound, (ii) a
description of the sound system, and (iii) a description of how you will minimize the impact of any generators used for the amplified sound system.
Chicago Park District 2019 Media Permit Application
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STAGES AND PLATFORMS

Stages and platforms over 2 feet tall or with any roofing or wings may require a separate building permit from the City of Chicago Department
of Buildings (DOB), (312) 744-3449. If a building permit is required, a letter from the Park District verifying the number and sizes of stages/platforms
will be needed before DOB will issue a permit. A copy of all permits issued by DOB must be submitted to the Park District prior to your shoot;
otherwise, late fees may apply (refer to Fees and Document Deadlines on page 8). Please plan accordingly by submitting all appropriate paperwork
to DOB at least 45 days prior to your shoot day.
Will your event include the use of stages and/or platforms? (Please check No or Yes below. If Yes, please provide the information requested below. Add sheets

if necessary. Documents with this information may be attached.)

No

Yes

Stages:
Height (ft.)

Length (ft.)

Width (ft.)

No.

Height (ft.)

Length (ft.)

Width (ft.)

No.

Height (ft.)

Length (ft.)

Width (ft.)

No.

Height (ft.)

Length (ft.)

Width (ft.)

No.

Platforms:

Description:
Site Map: Indicate on the map discussed in the Site Map section the location of each stage and/or platform.
Waste Minimization Plan: When constructing stages or platforms, various materials are used that may be reusable or recycled after the shoot. Please provide a waste
minimization plan that details materials including construction materials and decor to be recycled post shoot, to be donated or reused post shoot to organizations such
as the Rebuilding Exchange, Habitat for Humanity and other like organizations. Include description of materials that are avoided i.e. reduced packaging or not over supply
of materials.

PORTABLE TOILETS: (All portable toilets must be removed from Park District property by the Permit tear-down time or at a time specified by the Park District.)
Will your shoot include the use of portable toilets? (Please check No or Yes below. If Yes, please provide the information requested below. Add more sheets if
necessary. Documents with this information may be attached.)
No

Yes

Number of Portable Toilets:

AND Number of Accessible Portable Toilets:

Description(s):

Site Map: Indicate on the map discussed in the Site Map section the location of each portable toilet.

DUMPSTERS: Will your shoot include the use of dumpsters?

(Please check No or Yes below. If Yes, please provide the information requested below. Add more sheets if necessary. Documents with this information may be attached.)

No

Yes

Number of Dumpsters:
Description(s):

Site Map: Indicate on the map discussed in the Site Map section the location of each dumpster.
Waste Minimization Plan: Provide a waste minimization and recycling plan that indicates amount and location of dumpsters for materials going to landfill, recycling or
composting. Post shoot, provide a report of the amount of material generated by the shoot which was landfilled, recycled, reused, donated or composted.

FENCING AND BARRICADES: Will your shoot include the use of fencing and/or barricades?

(Please check No or Yes below. If Yes, please provide the information requested below. Add more sheets if necessary. Documents with this information may be attached.)

No

Yes

Description:

Site Map: Indicate on the map discussed in the Site Map section the location of all fencing and/or barricades.

INFLATABLES: Will your event include inflatables?

(Please check No or Yes below. If Yes, please provide the information requested below. Add sheets if necessary. Documents with this information may be attached.)

No

Yes

Number of Inflatables:
Description:

Site Map: Indicate on the map discussed in the Site Map section the location of each inflatable.

Chicago Park District 2019 Media Permit Application

3

GENERATORS: Will your shoot include the use of generators?

(Please check No or Yes below. If Yes, please provide the information requested below. Add more sheets if necessary. Documents with this information may be attached.)

No

Yes

Number of Generators:
Description(s):

Site Map: Indicate on the map discussed in the Site Map section the location of each generator.

VEHICLES (Vehicles are not allowed for non-commercial media permits.)

Driving and parking vehicles on grass, athletic fields and beaches is prohibited, however the Park District may consider granting Vehicle Passes
for the delivery of equipment and supplies for shoot set-up and tear-down. A Vehicle Pass does not grant permission to park or drive on grass, athletic
fields or beaches. Parking for shoot staff/participants is available at parking lots and designated street parking, but may also be granted on-site for a
limited number of vehicles. Idling of vehicles is strictly prohibited, except where permitted by the City of Chicago Municipal Code Section 9-80-095. Use
of hybrid, alternative vehicle, electric or other vehicles with a reduced emissions / environmental impact is preferred. Electric or propane powered golf
carts are preferred.
Are you requesting permission to temporarily operate staff/supply vehicles on Park District service roads for delivery of equipment and supplies?
(Please check No or Yes below. If Yes, please provide the information requested below. Add more sheets if necessary. Documents with this information may be attached.)

No

Yes

Number of Vehicles:

Vehicle Description(s):

(Include the make, model and purpose for each vehicle. Provide a ground and/or tree protection plan if you intend to operate vehicles on grass, athletic fields, or beaches.)

Are you requesting permission to park vehicles on-site for the duration of the shoot? Parking privileges are for production vehicles only. Passes
are granted on a case by case basis; most locations do not have capacity for onsite parking. (Please check No or Yes below. If Yes, please provide the
information requested below. Add more sheets if necessary. Documents with this information may be attached.)

No

Yes

Number of Vehicles:
Vehicle Description(s):

(Include the make, model and purpose for each vehicle. Provide a ground and/or tree protection plan describing how you intend to protect the surface if
you intend to operate vehicles on grass, athletic fields, or beaches.)

Idling of vehicles is strictly prohibited, except where permitted by the City of Chicago Municipal Code Section 9-80-095. Use of hybrid, alternative
vehicle, electric or other vehicles with a reduced emissions / environmental impact is preferred. Electric or propane powered golf carts is preferred.

OTHER FEATURES AND STRUCTURES
Will your shoot include the use of other features and/or structures (e.g. climbing walls, rides, etc.)?

(Please check No or Yes below. If Yes, please provide the information requested below. Add more sheets if necessary. Documents with this information may be attached.)

No

Yes

Description(s):

Site Map: Indicate on the map discussed in the Site Map section the location of each additional feature and/or structure.

SITE MAP (Required for all Applicants)
Attach a Site Map (or sketch a site map in the space provided below) that indicates the location of the following: all sources of amplified sound
and direction of sound; tents and canopies with sizes; stages, promotional vehicles, inflatables, portable toilets, dumpsters, fences & barricades,
generators, and other structures; proposed driving paths for all equipment and supply vehicles; location of vehicles you wish to retain on Park
District property during the shoot; and proposed street closures. All Site Maps are subject to the approval of the Park District.

Chicago Park District 2019 Media Permit Application
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SECURITY AND MEDICAL SERVICES
Depending on the size and activities of your proposed shoot, the Park District may require the presence of medical and/or security personnel.
Additionally, the City of Chicago may require security and medical services or make revisions to your medical and security plans. Furthermore, you
are responsible for all costs directly and indirectly related to security and medical services and will reimburse the Park District and/or the City of
Chicago for any costs incurred by the Park District and/or the City of Chicago.
Please note that Park District Security may be available for your shoot. For more information, contact the Department of Revenue (refer to contact
information on page 7 of this application).
Please note: all security plans must be approved by the Park District Director of Security or his/her designee. Additional information may be
requested upon review of any and all security plans.

SECURITY PLAN
Have you made provisions for on-site security services? (Please check No or Yes below.)
No

Yes

(Please provide the information requested below. Additionally, attach (i) a copy of the security company’s license, (ii) a copy of the
certificate of insurance required by the State of Illinois, (iii) a detailed schedule indicating the number of security personnel per shift
throughout each day of the event (including set-up, event, and tear-down days, and (iv) contract. Documents with this information may be
attached.)

SECURITY COMPANY

CONTACT NAME

NUMBER OF SECURITY STAFF PER SHIFT PER DAY

LICENSE NUMBER

INSURANCE COMPANY NAME

STREET ADDRESS

SUITE

CITY

STATE

ZIP CODE

E-MAIL ADDRESS
PHONE

FAX

EVENT DAY CELL

MEDICAL SERVICES

Have you made provisions for on-site medical services?
No

Yes

MEDICAL COMPANY

If yes, please provide the information requested below. Document(s) with this information may be attached.)
CONTACT NAME

STREET ADDRESS

SUITE

CITY

STATE

ZIP CODE

E-MAIL ADDRESS
PHONE

Chicago Park District 2019 Media Permit Application
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SIGNATURE
By signing this Media Permit reservation application, I acknowledge that I have read and agree to abide by all Chicago Park District permit rules and
regulations, including the cancellation policy. I also agree that I am solely responsible for the actions and conduct of my guests, invitees, participants,
spectators, contractors and for assuring compliance with all applicable rules and regulations pertaining to my permit. I understand and agree that my
security deposit shall be forfeited for any violation of this agreement.
I hereby assume all responsibility for and agree to indemnify, save and hold harmless, and at the Chicago Park District’s option, defend the Park
District, its Commissioners, officers, employees, volunteers, contractors and agents (collectively, the “Indemnitees”) against any losses, claims,
damages, liabilities, actions, suits, proceedings, costs or expenses that the Indemnitees may suffer, incur or sustain or for which it or they may
become liable resulting from, arising out of or relating to any negligence or intentional misconduct by myself as applicant, and any guests, invitees,
participants, spectators, including any officers, employees, contractors, agents or persons under a sponsoring organization’s control in connection
with this permit. My obligation to indemnify the Park District Indemnitees shall survive the expiration or termination of this permit.
I do solemnly swear that all answers given and statements made on this application are full and true to the best of my knowledge. I am 18 years of
age or older and I have read the terms and conditions set forth in this document and the Chicago Park District Code and agree to abide by them.

NAME OF APPLICANT (please print)

SIGNATURE OF APPLICANT

DATE

Thank you for completing your Media Permit Application. Before you submit your application to
the Chicago Park District, please make sure that the following steps have been completed:

Have you?
Signed and dated your application?
Attached your site map?

Provided all documents and information as requested throughout the application?
Paid the $35 application fee?

To submit application, click button below.
SUBMIT
We cannot accept files sent via Google Drive, Google Docs or other links.
Applications must be PDF files only.

Or submit by:
Email to Mediaapp@chicagoparkdistrict.com
Fax to 312-742-5339
Chicago Park District 2019 Media Permit Application

6

Chicago Park District | Department of Revenue | (312) 745-2873 | www.chicagoparkdistrict.com

MEDIA PERMIT APPLICATION PROCESS
The review and approval of a Media Permit application is coordinated through the Department of Revenue (hereinafter “Revenue”).
If you are unsure whether or not a permit is required for your Shoot (hereinafter “Event”) please refer to the Chicago Park District
Code at chicagoparkdistrict.com or call Revenue at (312) 763-6710.
1.

The Application may be emailed, mailed, delivered in-person, or faxed at least 7 days prior to the film or photo shoot to the
following address:
Chicago Park District
Department of Revenue
359 E. McFetridge Dr.
Chicago, IL 60605
Fax: (312) 742-5339
email: permitapp@chicagoparkdistrict.com

2.

The Department of Revenue will review your request and follow-up with you regarding the status of your application via
email. Please note that all applications are subject to review and submittal of an application does not grant you a permit.
Upon receiving your Application Fee and Application, the Chicago Park District will contact you to inform you of the status
of your application. You will be informed of any remaining fees that must be paid, along with any additional documentation
requirements. The Chicago Park District reserves the right to require additional information or documentation regarding the
applicant, applicant’s company, sponsoring company/organization, co-sponsors, event participants, event vendors, event
activities, or the event itself. Moreover, the Chicago Park District may postpone approval or denial of permits until receipt of
additional requested information or documentation. Failure to submit requested information or documentation in a timely
manner may be cause for denial of a Media Permit.

3.

Student, Documentary/Web Media and Commercial Media Permit applicants must submit two documents to satisfy
the insurance requirements: (1) a “Certificate of Insurance in the amount of $1,000,000.00 worth of General Liability
coverage that names the Chicago Park District as additional insured on a primary, non-contributory basis” must
be submitted for the event and the date(s) of all set-up and tear-down for such event occurring on Chicago Park District
property; and (2) an Endorsement issued under their General Liability policy of insurance for the event that reflects
that the Chicago Park District is an additional insured for the event. Additional insurance requirements apply based on
proposed activities. Applicants assume all responsibility for and hereby agree to indemnify and hold harmless the Chicago
Park District, its Board of Commissioners, officers, agents and employees against any losses, damages, liabilities, actions
suits, proceedings, costs or expenses that the Chicago Park District may incur or sustain or for which it may become liable
(including, but not limited to, personal and bodily injury to, or death of, persons or damage to property) resulting from, arising
out of or in any way relating to the event. The obligation to indemnify and hold harmless the Chicago Park District will survive
the termination or expiration of the Permit.
Your permit will not be issued if both the Certificate of Insurance and the Endorsement have not been received and
approved 48 hours prior to an event set-up. NO EXCEPTIONS.
Please refer to Addendum A for more detailed information regarding the Certificate of Insurance and Endorsement (pages 9 -10).

4.

Applicants are required to inform the Chicago Park District, in writing, of any and all amendments to the original application
prior to the date of your shoot.

5.

Once all the Chicago Park District’s requirements have been fulfilled, including receipt of all documents and full payment,
an approved Media Permit will be issued. The Chicago Park District will email you a copy of your approved Media Permit that
should be present on-site at the filming/photo shoot.

Chicago Park District 2019 Media Permit Application
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RULES AND REGULATIONS FOR MEDIA PERMITS
All film and photography shoots and the applicant, applicant’s guests, and subcontractors are subject to and must abide by all codes, rules,
regulations, ordinances, statutes and laws of the Chicago Park District, the City of Chicago, the State of Illinois, and the United States of America.
Below is a summary of some of the Chicago Park District’s Rules and Regulations.

REVISIONS

• It is the responsibility of the applicant to properly inform the Park District in writing of any and all revisions that the applicant would like to make to the
original application or permit. The applicant must immediately inform the Park District of the need for a revision to the original application or permit. All
revisions must be made in writing and are subject to the review and approval of the Park District. Revisions may result in additional fees.

AMENITIES AND EVENT FEATURES

• The Park District does NOT provide amenities and event features such as portable toilets, inflatables, sound systems, stages, tables, chairs, tents,
canopies, fencing or other equipment. Further, the applicant or event organizer is responsible for all costs directly and indirectly related to providing
amenities and event features.
• Amenities and event features require approval from Park District.
• Costs incurred in acquiring necessary permits, certifications, plans, insurance, and all other documentation, as required by the Chicago Park District, the
City of Chicago and the State of Illinois, are at the sole expense and risk of the applicant or event organizer.

ASSIGNMENT

• Permit Applications and Permits are not assignable and are non-transferable.

CANCELLATION

• All cancellations must be made in writing.
• Media Permit cancellations must be received no later than 7 days prior to the event for a full refund of the security deposit, however, the Chicago Park
District will retain 15% of the permit fee.
• All application fees are non-refundable and non-transferable.

HOURS

• Shoot activity is restricted to the public hours of the parks (6:00am – 11:00pm). - unless otherwise
• If access to the park is necessary for set-up or tear down either before or after public hours, then the applicant may be charged a fee to cover all costs
associated with the request if approved.

FEES AND DOCUMENT DEADLINES 		

• Applicant will be charged the applicable rental fee for each day of set-up and tear down.
• All applicable fees (including, but not limited to, application, rental, security deposit, maintenance services, lifeguard services, and security services) and all
requested documentation must be submitted no later than 7 days prior to the event. Failure to submit fees and requested documentation no later than 7
days prior to the event may result in a $35 late fee or denial of a permit application.

INCLEMENT WEATHER

• The Park District reserves the right to cancel or relocate an event due to poor weather and/or turf conditions prior to or on the day of the event.
• No rain dates will be issued. Refunds will not be granted for a cancellation or relocation due to inclement weather.
• The Chicago Park District observes a predetermined snow/ice removal route to clear prioritized driveways, paths and areas. Many spaces are not serviced.
There are limited resources and the Chicago Park District is not able to clear undesignated driveways, paths/areas or to disrupt the regular schedule for a
privately organized event. Please be advised that, in the event of snow/icy conditions, your event participants are utilizing Chicago Park District paths, trails
and open areas AT THEIR OWN RISK.

LIFEGUARDS

• If your event occurs on a beach or near a body of water, you may be required to have Park District lifeguards present; additional fees apply.
• Events that utilize Lake Michigan (e.g. swimming, paddle boarding, boating, etc.) are required to obtain a permit for used waterway from the U.S. Coast Guard.
http:\\homeport.uscg.mil

SECURITY DEPOSIT

• If you are applying for more than one Media Permit, separate security deposits must be submitted for each shoot, even if the applicant is the same.
• The Park District will conduct a post event review and if all rules and regulations have been observed and the park is returned in a clean condition without
damage, then the entire security deposit will be submitted for processing within 30 business days after the event.
• Circumstances where the Park District may retain a portion or all of the security deposit include: 1) damage to park property; 2) additional clean up costs;
3) operation of vehicles on grass, athletic fields or beaches; 4) misuse of park facilities; 5) grilling in prohibited areas; 6) leaving event equipment on park
property after the Permit tear-down time; 7) misrepresenting in this application or correspondence, the event attendance features, activities or plans; and
8) failure to abide by all local, state, and federal laws, statutes, ordinances, rules, regulations, codes and executive orders including those of the Park District,
the City of Chicago, the State of Illinois, and the United States of America.
• Applicant also agrees to reimburse the Park District for any costs for clean-up, restoration and permit violation fines that exceed the amount of the security
deposit.
• Applicant is responsible for ensuring that all staff, participants, spectators, guests, vendors, concessionaires and exhibitors abide by all applicable rules.
The applicant further understands that failure to comply may result in revocation of the permit and forfeiture of the security deposit.

SIGNAGE

• Fastening or attaching any rope, sign, banner, flyer or other object to any tree, shrub or park feature on Chicago Park District property is strictly prohibited.
• All proposed signage (including notification postings along athletic routes) must be approved in writing by the Chicago Park District prior to installation.

MEDIA PERMIT AND VEHICLE PASSES

• A copy of the Media Permit must be present on-site for inspection.
• Any vehicle pass that has been provided to the applicant must be clearly displayed on the dashboard of the vehicle. Any vehicle not properly displaying the
appropriate vehicle pass is prohibited and may result in a permit violation penalty fee, issuance of a warning and/or citation and/or towed from Park District
property.

Chicago Park District 2019 Media Permit Application

8

ADDENDUM A: INSURANCE CERTIFICATE AND ENDORSEMENT
Please refer to the insurance requirements listed on page 7 of this application and below. We suggest that you provide your
insurance broker/agent with a copy of these requirements and request that they provide Certificates of Insurance complete with
copies of all required endorsements. Forward documents to the Department of Revenue via email, fax or mail. Your permit will not be
issued without these documents.
Applicants must submit two documents to satisfy insurance requirements.
NOTE: “Chicago Park District, and members of the Chicago Park District Board of Commissioners, and the officers, agents, and
employees of the Chicago Park District, individually and collectively” must be listed as an additional insured.

1. Certificate of Insurance in the amount of $1,000,000.00 worth of General Liability coverage, including coverage
for real and personal business property damage while the permit applicant is in possession of or occupying
Chicago Park District property. This policy shall name the Chicago Park District as additional insured on a primary,
non-contributory basis and must be submitted for the event and the date(s) of all preparation for such event
occurring on Chicago Park District property.
•
•

Cancellation Language: The Certificate of Insurance MUST provide 30 days notice of cancellation, except 10 days notice
for non-payment of premium.
Please reference activity/event date, location of event and title/type of event on insurance certificate, if applicable.

2. Endorsement issued under their General Liability policy of insurance for the event that reflects that the Chicago
Park District is an additional insured for the event.
•
•
•
•
•

Endorsement must include reference to the Policy Number and the Insured as they appear on the Certificate
Additional Covered Party: Name of Person or Organization: Chicago Park District, and members of the Chicago Park
District Board, and the officers, agents, and employees of the Chicago Park District, individually and collectively.
Primary Insurance: The endorsement must state that coverage afforded by this endorsement shall apply as Primary. Other
insurance maintained by the Chicago Park District shall be excess only and not contributing with the insurance provided
under this policy.
If the Endorsement is not received 48 hours prior to the event, a permit may not be issued.
A sample endorsement (Exhibit A-1) can be found on page 10.

*NOTE: If your insurance company will not write an endorsement due to the way the policy is written, please contact the Chicago
Park District Risk Management Office at (773) 947-0715. The Chicago Park District maintains the right to modify, delete, alter or
change these requirements.
The Chicago Park District’s preferred insurance provider is Rolei Financial Services. Please feel free to contact them for your
insurance requirements at (312) 654-8200.
Applicants assume all responsibility for and hereby agree to indemnify and hold harmless the Chicago Park District, its Board
of Commissioners, officers, agents and employees against any losses, damages, liabilities, actions suits, proceedings, costs
or expenses that the Chicago Park District may incur or sustain or for which it may become liable (including, but not limited to,
personal and bodily injury to, or death of, persons or damage to property) resulting from, arising out of or in any way relating
to the event. The obligation to indemnify and hold harmless the Chicago Park District, its Board of Commissioners, officers,
agents and employees will survive the termination or expiration of the Permit.
Your permit will not be issued if both the Certificate of Insurance and the Endorsement have not been received.
Certificate holder may be listed on certificate as:
Chicago Park District
Attn: Department of Revenue
359 E. McFetridge Dr.
Chicago, IL 60605

Chicago Park District 2019 Media Permit Application
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ADDENDUM A: INSURANCE CERTIFICATE AND ENDORSEMENT (continued)
Please refer to the sample endorsement below (Exhibit A-1).

1. Policy Number must match
certificate.
2. Must list the Insured’s Name
as listed on Certificate.

COMMERCIAL GENERAL LIABILITY

POLICY NUMBER: XXXXXXXXXXX
INSURED: XXXXXX XXXX XXXXXXXX

THIS ENDORSEMENT CHANGES THE POLICY. PLEASE READ CAREFULLY.

ADDITIONAL INSURED - CHICAGO PARK DISTRICT,
541 N. FAIRBANKS CT., CHICAGO, IL 60611
This endorsement modifies insurance provided under the following:
COMMERCIAL GENERAL LIABILITY COVERAGE PART.
SCHEDULE

Name of Person or Organization:
Chicago Park District, and
members of the Chicago Park
District Board, and the officers,
agents, and employees of the
Chicago Park District, individually
and collectively.*

Name of Person or Organization: Chicago Park District, and members of the
Chicago Park District Board, and the officers, agents, and employees of the
Chicago Park District, individually and collectively.
(If no entry appears above, information required to complete this endorsement will
be shown in the Declarations as applicable to this endorsement.)
WHO IS AN INSURED (Section II) is amended to include as an insured the person
or organization shown in the Schedule, but only with respect to liability arising out
of your ongoing operations performed for that insured.
PRIMARY INSURANCE

Endorsement must also state
that coverage afforded by the
endorsement shall apply as
Primary, non-contributory
(wording may vary).

Such insurance as is afforded by this endorsement for the additional insureds
shall apply as primary insurance. Any other insurance maintained by the additional
insureds or its officers and employees shall be excess only and not contributing
with the insurance afforded by this endorsement, except in the event of sole or
contributory negligence on the part of the additional insured.

Exhibit A-1: Sample Endorsement
* The wording for the additional insured must be exact. No abbreviations or changes in the structure of the sentence will be accepted.
If you find it difficult to fit the wording in the space provided on your endorsement you may simply attach an Exhibit (additional sheet
with the proper wording).
If the insurance company has difficulty in meeting the requirements, please contact the Chicago Park District Risk Management
Office at (773) 947–0715.
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CPD Photo permit process
https://www.chicagoparkdistrict.com/permits-rentals/wedding-permits
If you have any additional questions, view our Frequently Asked Questions page, or call (312)
742-5369.
Engagement or Wedding Photography
Buckhingham Fountain, Museum Campus and two world-class conservatories are just a few of
the gorgeous backdrops for your once-in-a-lifetime photos.
Pricing for 2019:
Type:

Permit Fee*

Non-Commercial Filming/Photography (student)

$45 (per location, per date)

Non-Commercial Photography (wedding)

$45 (per hour, per location)

Still Photography

$820 (per location, per date)

Filming Level 1 (1-5)**

$295 (per location, per date)

Filming Level 2 (6-12)**

$470 (per location, per date)

Filming Level 3 (13-20)**

$1,055 (per location, per date)

Filming Level 4 (21+)**

$1,935 (per location, per date)

* Insurance requirements apply. Additional fees apply for set-up and tear-down
days. Additional fees apply for events held in Special Event Venues.
** Numbers in parenthesis indicate the quantity of crew, talent, vendors, volunteers, etc. at a
shoot.

CPD Photo permit process
https://www.chicagoparkdistrict.com/about-us/faq/permits-faq
- For a full list of the FAQs and their answers, go to the above webpage.
How do I know if I need a Chicago park District Special Event Permit for my event?
Any event on park property is subject to the approval of the Chicago Park District. Certain
activities that require a Chicago Park District Special Event Permit include the following:
• Events with 50 or more participants
• Use of amplified sound
• Any advertising or sponsorship activities
• Selling and/or distributing food, goods or merchandise (this includes exercise classes
or boot camps)
• Liquor
• Tents
• Inflatables
• Stages
• Specific location reservations
Please consider that there are other activities or proposed event features that may require
you to secure a Chicago Park District Special Event Permit. Contact the Chicago Park District
Department of Park Services at (312) 742-5369 to discuss availability and options.
What if groups or individuals are using the park space that I am permitted for when I arrive on
my event date?
Make sure that you have your Chicago Park District Special Event Permit on hand. This
permit shows that you have permission to use the space for the stated time and date. If you
have any problems, please contact Chicago Park District Security at (312) 747-2193.
What are the Chicago Park District’s insurance requirements and how can I obtain the
necessary insurance?
Applicants must submit two documents to satisfy insurance requirements. A (1) Certificate
of General Liability Insurance in the amount of $1,000,000 naming the Chicago Park District
as “additional insured” and the certificate holder for the date(s) of your event including set
up and tear down dates. Applicants must also submit an (2)Endorsement document, issued
by the insurance carrier. The Endorsement document is issued under the applicant’s
General Liability policy of insurance, including coverage for property damage while park
property is occupied by the permittee, for the event that reflects that the Chicago Park
District is an additional insured for the event.
Your permit will not be issued if both the Certificate of Insurance and Endorsement
document have not been received and approved 48 hours prior to an event.
Is alcohol allowed at my event if I get a Chicago Park District Special Event Permit?
No alcohol beverages shall be sold, brought within, given away, delivered or consumed on
park property, except pursuant to Picnic level 4, Athletic level 4 or higher, Corporate,
Festival/Performance Special Event Permits, or with the Special Event Venue Rentals (with a
preferred caterer). Additionally, the City of Chicago requires a special event liquor license

CPD Photo permit process
for any alcoholic beverage service. For more information, please call the Mayor’s Office of
Special Events at (312) 744-3315.
Are restroom facilities are available for my event? Am I required to obtain portable toilets for
my event?
Public restrooms in the parks are open Memorial Day through Labor Day. Picnic levels 3 and
4 and all Athletic, Corporate and Festival/Performance Chicago Park District Special Event
Permits must provide portable toilets for their participants. Location of portable toilets is
subject to Chicago Park District approval.
Can I reserve parking spaces for my event?
Parking provisions are not included in the issuance of any Chicago Park District Special Event
Permit. However, public parking is available at parking lots and designated street parking
throughout the parks. For more information on parking lots, please contact the Department
of Park Services at (312) 742-5369.
Can I have music, a DJ or a live music performance at my event?
Picnic level 3 or higher, Athletic level 1 or higher, all Corporate levels and the
Festival/Performance permits allow amplified sound. Amplified sound can be added to
Picnic levels 1 and 2 for an additional fee of $150. All requests for amplified sound must be
approved by the Chicago Park District. Amplified sound must be directed away from
residences and must comply with section 11-4-2800 through 11-4-2920 of the Chicago
Municipal Code. The proposed location of the sound system, direction of sound and
location of all speakers must be identified on your Site map.
Does the Chicago Park District provide tables, chairs, benches, tents, sound systems or any
other equipment with a Chicago Park District Special Event Permit?
The Chicago Park District does not supply such equipment. Chicago Park District Special
Event Permit applicants are responsible for securing any and all event-related supplies or
equipment.
Do I need to clean up after my event, or will the Chicago Park District provide maintenance and
clean up services?
The Chicago Park District is able to provide maintenance services for lakefront parks only.
These services include: providing extra garbage cans, garbage can liners, recycling
receptacles and used charcoal receptacles; picking up litter left by event participants; and
the collection and removal of all refuse from the site. To order these services, the applicant
must complete a Lakefront Maintenance Services Application and submit payment prior to
the event date. Securing an agreement for services is required for Picnic levels 3 and 4, and
Athletic level 2 or higher and Corporate level Chicago Park District Special Event Permits. At
the discretion of the Chicago Park District an outside maintenance vendor and maintenance
plan may be required. Outside maintenance vendors and plans must meet the approval of
the Chicago Park District. All agreements for Chicago Park District Maintenance Services
must be arranged at least 60 days prior to your event and payments must be submitted

CPD Photo permit process
before the day of the event. For more information, please contact the Department of Park
Services at (312) 742-5369.
What if I need to cancel my event?
All cancellations must be made in writing to the Department of Park Services. Permit
cancellations must be received no later than 90 days prior to the event for a full refund;
however, the Chicago Park District will retain 15% of the rental fee. All application fees are
non-refundable and non-transferable.
When will my security deposit be refunded?
Upon the conclusion of your event, Chicago Park District personnel will review the event. If
it is determined that there has been no damage to Chicago Park District property r
equipment beyond reasonable wear and tear, the security deposit shall be refunded in full
within thirty (30) days of the conclusion of the permitted event.
If it rains or snows or there are other inclement weather conditions on the day of my event, can
I be refunded for the event?
The Chicago Park District reserves the right to cancel or relocate an event due to poor
weather and/or turf conditions prior to or on the day of the event that may cause excessive
damage to Chicago Park District property. Chicago Park District Special Event Permits are
non-transferable. No rain dates will be issued. Refunds will not be granted for inclement
weather.

USE OF SERVICE ANIMALS ON PARK DISTRICT PROPERTY

https://www.chicagoparkdistrict.com/departments/administration/disability-policyoffice/service-animal-policy
In accordance with the Americans with Disabilities Act (ADA), the Chicago Park District allows
service animals to access most public areas within its property.
Definition
Service animal means any dog that is individually trained to do work or perform tasks for the
benefit of an individual with a disability, including a physical, sensory, psychiatric, intellectual,
or other mental disability. Other species of animals, whether wild or domestic, trained or
untrained, are not service animals for the purpose of this definition. Miniature horses will be
evaluated based on a case-by-case basis. The crime deterrent effects of an animal’s presence
and the provision of emotional support, well-being, or companionship do not constitute work
or tasks for the purpose of this definition.
Permission
A service animal is permitted in most public areas on Park District property UNLESS one of two
exceptions is met: (1) The animal is out of control and the animal’s handler does not take
effective action to control it; or (2) The animal is not house-broken.
A service animal shall have a harness, leash, or other tether, unless either the handler is unable
because of a disability to use a harness, leash or other tether, or the use of a harness, leash or
tether would interfere with the service animal’s safe, effective performance of work tasks, in
which case the service animal must be otherwise under the handler’s control (e.g. voice
controls, signals or other effective means).
Service animals are not permitted in swimming pools or wading pools.
Service animals are permitted in locker rooms, but not indoor shower facilities. (For assistance
in shower facilities, please alert park staff.)
If at any time, the sight, sound or scent of a service animal upsets zoo or nature area animals,
causing them to become dangerous to themselves or others, Park District staff reserve the right
to remove the service animal from the area.
Service animals must be in their official roles and under control at all times.

The Chicago Park District reserves the right to change, modify or amend this policy at any time
as it deems appropriate.

Service Animals
U.S. Department of Justice
Civil Rights Division
Disability Rights Section

ADA

Service Animals

2010 Revised
Requirements

Overview

The Department of
Justice published
revised final regulations
implementing the

This publication provides guidance on the term “service animal” and the service animal provisions in the Department’s
revised regulations.

Americans with
Disabilities Act (ADA) for

■

Beginning on March 15, 2011, only dogs are recognized
as service animals under titles II and III of the ADA.

■

A service animal is a dog that is individually trained to
do work or perform tasks for a person with a disability.

■

Generally, title II and title III entities must permit service
animals to accompany people with disabilities in all
areas where members of the public are allowed
to go.

title II (State and local
government services)
and title III (public
accommodations and
commercial facilities)
on September 15, 2010,
in the Federal Register.
These requirements, or

How “Service Animal” Is Defined

rules, clarify and refine
issues that have arisen
over the past 20 years
and contain new, and
updated, requirements,
including the 2010
Standards for Accessible
Design (2010 Standards).

Service animals are defined as dogs that are individually
trained to do work or perform tasks for people with disabilities. Examples of such work or tasks include guiding
people who are blind, alerting people who are deaf, pulling a wheelchair, alerting and protecting a person who is
having a seizure, reminding a person with mental illness to
take prescribed medications, calming a person with Post
Traumatic Stress Disorder (PTSD) during an anxiety attack,
or performing other duties. Service animals are working
animals, not pets. The work or task a dog has been trained
to provide must be directly related to the person’s disability.
Dogs whose sole function is to provide comfort or emotional
support do not qualify as service animals under the ADA.
(continued, page 2)

Service Animals
Revised ADA Requirements: Service Animals
This definition does not affect or limit the
broader definition of “assistance animal”
under the Fair Housing Act or the broader
definition of “service animal” under the Air
Carrier Access Act.

Inquiries, Exclusions, Charges,
and Other Specific Rules Related
to Service Animals
■

When it is not obvious what service
an animal provides, only limited
inquiries are allowed. Staff may ask
two questions: (1) is the dog a service
animal required because of a disability,
and (2) what work or task has the dog
been trained to perform. Staff cannot
ask about the person’s disability,
require medical documentation, require
a special identification card or training
documentation for the dog, or ask
that the dog demonstrate its ability to
perform the work or task.

■

Allergies and fear of dogs are not valid
reasons for denying access or refusing
service to people using service animals.
When a person who is allergic to dog
dander and a person who uses a service
animal must spend time in the same
room or facility, for example, in a school
classroom or at a homeless shelter,
they both should be accommodated by
assigning them, if possible, to different
locations within the room or different
rooms in the facility.

■

A person with a disability cannot be
asked to remove his service animal
from the premises unless: (1) the dog
is out of control and the handler does
not take effective action to control
it or (2) the dog is not housebroken.
When there is a legitimate reason to
ask that a service animal be removed,
staff must offer the person with the
disability the opportunity to obtain
goods or services without the animal’s
presence.

Some State and local laws also define
service animal more broadly than the ADA
does. Information about such laws can be
obtained from that State’s attorney general’s office.

Where Service Animals
Are Allowed
Under the ADA, State and local governments, businesses, and nonprofit organizations that serve the public generally must
allow service animals to accompany people
with disabilities in all areas of the facility
where the public is normally allowed to
go. For example, in a hospital it would be
inappropriate to exclude a service animal
from areas such as patient rooms, clinics,
cafeterias, or examination rooms. However,
it may be appropriate to exclude a service
animal from operating rooms or burn units
where the animal’s presence may compromise a sterile environment.

Service Animals
Must Be Under Control
Under the ADA, service animals must be
harnessed, leashed, or tethered, unless
these devices interfere with the service
animal’s work or the individual’s disability
prevents using these devices. In that case,
the individual must maintain control of the
animal through voice, signal, or other effective controls.

2

Service Animals
Revised ADA Requirements: Service Animals
■

Establishments that sell or prepare
food must allow service animals in
public areas even if state or local
health codes prohibit animals on the
premises.

■

People with disabilities who use
service animals cannot be isolated
from other patrons, treated less
favorably than other patrons, or
charged fees that are not charged to
other patrons without animals. In
addition, if a business requires a
deposit or fee to be paid by patrons
with pets, it must waive the charge for
service animals.

■

If a business such as a hotel normally
charges guests for damage that they
cause, a customer with a disability may
also be charged for damage caused by
himself or his service animal.

■

Staff are not required to provide care
or food for a service animal.

Miniature Horses
In addition to the provisions about service
dogs, the Department’s revised ADA regulations have a new, separate provision about
miniature horses that have been individually trained to do work or perform tasks for
people with disabilities. (Miniature horses
generally range in height from 24 inches
to 34 inches measured to the shoulders
and generally weigh between 70 and 100
pounds.) Entities covered by the ADA must
modify their policies to permit miniature
horses where reasonable. The regulations
set out four assessment factors to assist entities in determining whether miniature horses
can be accommodated in their facility. The
assessment factors are (1) whether the miniature horse is housebroken; (2) whether the
miniature horse is under the owner’s control;
(3) whether the facility can accommodate
the miniature horse’s type, size, and weight;
and (4) whether the miniature horse’s presence will not compromise legitimate safety
requirements necessary for safe operation of
the facility.

For more information about the ADA,
please visit our website or call our toll-free number.
ADA Website
www.ADA.gov
To receive e-mail notifications when new ADA information is available,
visit the ADA Website’s home page and click the link near the top of the middle column.
ADA Information Line
800-514-0301 (Voice) and 800-514-0383 (TTY)
24 hours a day to order publications by mail.
M-W, F 9:30 a.m. – 5:30 p.m., Th 12:30 p.m. – 5:30 p.m. (Eastern Time)
to speak with an ADA Specialist. All calls are confidential.
For persons with disabilities, this publication is available in alternate formats.
Duplication of this document is encouraged. July 2011
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Service Animals
How can I tell if an animal is really a service animal and not just a pet?
https://adata.org/faq/how-can-i-tell-if-animal-really-service-animal-and-not-just-pet
To determine if an animal is a service animal, you may ask two questions:
1. Is the dog a service animal required because of a disability?
2. What work or task has the dog been trained to perform?
You may not ask these questions if the need for the service animal is obvious. Examples include
when a dog is guiding an individual who is blind or is pulling a person’s wheelchair. You also
may not:
-- ask about the nature or extent of an individual’s disability
-- require proof that the animal has been certified, trained or licensed as a service animal
-- require the animal to wear an identifying vest or tag
-- ask that the dog demonstrate its ability to perform the task or work
Under the ADA, it is training that distinguishes a service animal from other animals. Some
service animals may be professionally trained; others may have been trained by their
owners. However, the task that the service animal is trained to do must be directly related to
the owner’s disability.
The handler is responsible for the care and supervision of his or her service animal. If a service
animal behaves in an unacceptable way and the person with a disability does not control the
animal, a business or other entity has the right to ask that the dog be removed. A business also
has the right to deny access to a dog that disrupts their business or poses a direct threat to the
health and safety of others. For example, if a service dog barks repeatedly or growls at
customers, it could be asked to leave.
Service animals in-training are not specifically addressed in the ADA. However, some state laws
may afford service animals in-training the same protections as service animals that have
completed their training.

Wheelchair Policy and Procedures
Visitors to the Conservatory who request a wheelchair are welcome to borrow one for the
duration of their visit.
The Wheel Chairs are chained to the docent signs at the front of the Conservatory.
Checking out a Wheelchair:
• When visitors want to borrow a wheelchair, please collect some sort of ID (State ID,
Driver’s license, Passport or some other thing of value that we can hang on to until they
return the chair) from the visitor.
• Remind visitors that the wheel chairs are for use inside the Conservatory only. (They
can be used to help visitors to their car, but not any farther than that)
• You are not required to push them or help them beyond providing the chair. My
experience is that most people don’t need or want help. You also potentially
open yourself up to liability if you push the chair for someone else.
• Take their ID to the “Palm Closet” (also sometimes referred to as Maria’s Office). This is
the “Staff Only” door on the north wall of the Palm House near the Show house. Inside
the closet is a black plastic mail box/paper holder attached to the wall just below the
window labeled “wheel chairs.” Put the ID in the mail box.
• Let the Conservatory staff know that you have checked out a wheel chair.

Returning the wheelchairs
• When visitors are finished using the wheel chair and ready to go, get their ID from the
box and return it to them. Lock the wheel chair to the wall using the docent padlock.
• Let the staff know that that they have returned the chair and are gone.

Clover Credit Card Reader
Turn On and Log in
Turn on the Clover by pressing the white button on the Right side of the device.
It will ask you for a password. The password is 1230
At the bottom of the screen Are the tree buttons I think you will use most, the Sale, Receipt,
and calculator buttons.

Clover Credit Card Reader
Donations
If people want to make a donation or payment, touch the sale button. Enter the amount. Then
either take their card or have them enter it. They can swipe it through the magnetic strip
reader, insert it into the chip reader, or wave it over the contactless reader. It can also be
entered manually.

They will be asked to sign and check done (the green button). After they do that, they will be
prompted first to remove their card and then to return the Clover machine to you. You will then
confirm signature.

There are a variety of receipt options, a printed, paper receipt, email, or text message. If they
don’t want a receipt, simply press Done.
The transaction can also be voided here.

Clover Credit Card Reader
Refunds
If anyone wants a refund for any reason, the best way to do that is to use their card. It can also
be done without the card.
Press the refund button. You can then enter the amount of the refund or even better, press the
“Look up past payment” button. Select the appropriate payment. Then press the refund button,
and their card should be refunded the donation.

If you want to confirm that the card has been refunded, you can check the status on the
Transactions Page. The transactions button is on the home screen.

Charging
At the end of the day, please return the Clover device to its charging station. It will
automatically send transaction details to the bank.

Clover Credit Card Reader
Just in case:
If you need to replace the paper, pull down on the front finger grip to open the paper
compartment. Directions for orientating the paper are inside.

If you need help there are many numbers to call on the back of the device. The merchant
number is also on the device itself.

