King Intercultural Center
The King Intercultural Center is located in the lower level of Park Region Hall and serves as a community space for diversity related events and meetings on campus. 
The King Center has permanent lounge furniture that seats 30.  Up to 30 additional folding chairs can be set up for a lecture style format.  There are 3 - 8-foot tables that can be set up in a banquet style format. Other options for arranging this room are limited because of the permanent lounge furniture that cannot be removed and pillars located in the middle of the room. When the room is set up to capacity the lounge furniture needs to be moved against the west wall. Round tables are currently not available in King. Maximum fire code capacity is 50. In addition, the Center has A/V Equipment, Whiteboard, Podium, LCD Projector and Screen, TV/VCR/DVD (27 inch). In addition, web cameras and head sets are available for check out at the Park Region desk.
Use of the King Center implies agreement with the following guidelines:

Reservation

1. To reserve the King Center, please email your request to the Parke Student Leadership Center’s (PSLC) Administrative Assistant via email at parke_slc@cord.edu or by phone x4267. Additionally, selected events may be held in this room if they are consistent with Concordia’s Diversity Statement. All requests for this room will be processed through the PSLC’s Administrative Assistant, and will need approval of the Director of Intercultural Affairs prior to advertising the event.
2. It is recommended that you request the King Center least five business days prior to the scheduled event. This does not guarantee the availability of the space.
3. Cancellation of confirmed events must be made to parke_slc@cord.edu  or call x4267 as soon as possible. The reserving party is responsible for contacting Kilee Kadrie in Room Reservations to ensure that appropriate departments (i.e. Catering, Facilities Management, Media Services, etc.) are notified to cancel all related services. 
4. Because the King Center also serves as a lounge, all students are welcomed to be in the space even if there is an event scheduled at the time.

Before the Event

1. It is the reserving party’s responsibility to set up for the event unless an Event Planning form has been completed. 
2. The reserving party is responsible for requesting adequate setup, additional services, and cleanup time on their Event Planning Form: http://www.cord.edu/Offices/Studentaffairs/campusinfo/assets/EventPlanningForm.pdf to ensure that events prior to, and following, their event are not interrupted. If Campus services are required (e.g., Catering, set-up, sound, etc), Event Planning Forms must be turned in to Kilee Kadrie in Room Reservations 3 weeks prior to the event.
3. Any Media Services requests, Catering needs, or other services are the responsibility of the reserving party and must be requested through the Event Planning form.
4. While chairs, couches and tables can be rearranged as needed for the event, it is important to put all furniture back in its original place.
5. King Center property (i.e. furniture, kitchen utensils, books, board games, etc.) may not be removed from the King Center.
During the Event

1. Because the King Center is housed in a Residence Hall, noise should be kept at a level that is respectful of such environment.
2. Supplies necessary for carrying out the event are the responsibility of the reserving party; office supplies and other supplies are not provided by the King Center.
3. Events, including clean up, must end by the confirmed time.

After the Event

1. The reserving party is responsible for returning the King Center to its original set up.
2. The reserving party is responsible for cleanup. This includes: wiping down tables if necessary, picking up trash off the floor, erasing the whiteboard, removing any posters hung up during the event, recycle any materials, and reporting spills or other damages to ICA staff. 
 3. The reserving party is expected to take reasonable steps to ensure proper care of the King Center. Accidental damage, spills and stains must be notified to ICA.
4. The reserving party is responsible for arranging the timely pick-up of any outside items brought in by Catering, Media Services, etc.

Security / Entrance to the Facility:

As the King Center is located in the lower level of a Park Region, security of the overall facility is a primary concern. In order to access the facility, all Concordia students can enter Park Region with their prox card. During dorm hours, students will need to check in at the front desk to get the key to unlock the King Center. Use of the facility outside of Park Region desk hours must be coordinated with the Office of Intercultural Affairs who will facilitate access to the room.

Faculty/staff who will be using King on a regular and frequent basis will need to complete a background check so they can be granted prox access to the building and be issued a key to the room. Other Faculty/staff will only be able to use the facility on a limited basis (as described above) with approval of the Director of Intercultural Affairs.

Event organizers are responsible for attendees & their entrance. Organizers are strongly encouraged to help maintain the safety and security of the building by encouraging compliance with all Residence Hall policies.
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