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WELCOME
Malcolm X College is a learning and assessment-centered community college that empowers students of diverse 
backgrounds and abilities to achieve academic, professional, and personal success. We are pleased that you want to 
host your event on our campus and look forward to sharing everything our state-of-the-art, LEED Gold certified facility 
has to offer.

http://www.ccc.edu/malcolmx
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DRIVING TO THE COLLEGE
Malcolm X College is located just off of the I-290 Damen exit. For driving directions, visit maps.google.com. 
For garage entry directions, review the image below. Vehicles can access the college’s parking garage from 
Jackson Boulevard, Wolcott Street, or Wood Street. Take a parking ticket to enter, and use a validated ticket 
to exit. Tickets may be validated inside the building (first floor) at the main security post. Events with more 
than 100 guests must be coordinated in advance for security assistance and assignment detail; attendance 
sheet must be provided to the Safety and Security Department prior or the day of the event.

TAKING PUBLIC TRANSIT TO THE COLLEGE
Malcolm X College is accessible via several transit routes that run adjacent to the college: 

CTA Blue Line, Illinois Medical District stop

CTA Bus #157 

CTA Bus #126 

CTA Bus #50

For specific information regarding bus times, train stops, and arrivals, please visit www.ctabustracker.com 
for buses and www.transitchicago.com/traintracker for trains.

BIKING TO THE COLLEGE
Bicycle racks are available inside of the parking garage (first floor) and near the south side (Jackson Boulevard) 
main entrance.

STAYING CONNECTED
Wireless, high-speed Internet access is available throughout the college. The network is CCCFREE, and no 
password required, but you must agree to terms and conditions when prompted to accept.

Charging stations are located on all floors throughout the building.

HAVE AN INCIDENT/EMERGENCY TO REPORT/LOST ITEMS
Visit the security office in room 1316 or call (312) 850-7167 (57167 if dialing in-house). To review publications 
and up-to-date security information, please visit the Safety and Security Department’s webpage at  
www.ccc.edu/colleges/malcolmx/departments/Pages/Safety-Security.aspx.

http://www.ccc.edu/malcolmx
http://maps.google.com
http://www.ctabustracker.com 
http://www.transitchicago.com/traintracker/
http://www.ccc.edu/colleges/malcolmx/departments/Pages/Safety-Security.aspx
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MORE ABOUT THE COLLEGE (tour requests must be made in advance)
There are a number of interesting rooms and areas throughout Malcolm X College—a 544,000 square foot 
facility located between Jackson Boulevard, Adams Street, Damen Avenue, and Wood Street—such as:

Health Science Classrooms that allow for combined didactic and skills training, including a virtual 
hospital that simulates the healthcare work environment. There are also General Education and Adult 
Education classrooms, student services spaces, athletics facilities, a conference center, auditorium 
and parking garage. 

Conference Center (1100–1108)—State-of-the-art convention/meeting spaces.

Monumental Stair (1002)—A staircase affording relaxation, collaboration, and more.

Sports Center (Aquatics Lab, Weight Room, Competition Gym, and Exercise Sports and Science Lab, 
1200 area)—A cutting-edge kinesiology marvel.

Outdoor Learning Garden (3001)—This outdoor space includes WiFi connection, outlets for power, 
seating, and more. This is a great place to gaze at the clouds, have a snack, or simply take a break. 
Open weather permitting.

Math Emporium (3306–3308)—A state-of-the-art computer learning center designed to help students 
master math by interacting with a team of instructors, embedded tutors, and interactive math software.

Virtual Hospital (8th floor)—Simulated environments allow students to engage in “real life” patient 
scenarios where they test, diagnose, and develop a treatment plan to remediate a patient’s condition. 
This functionality allows Malcolm X the unique ability to pressure-test student skills under workplace-
like conditions, assess strengths and weaknesses, and develop a plan of action to improve students’ 
hard and soft skills prior to clinical assignments, graduation, and entrance into the career of their choice.

LOOKING FOR A SNACK?
Vending machines are located in the Northwest region of the 1st floor near the college cafeteria and in the 
Sports Area.

ATM
There are no ATMs available on campus. Food vending machines accept cash and debit/credit cards.

FREIGHT ELEVATOR 5 Special use request required
This is a service elevator located in the Conference Center. It is restricted to service personnel only. It provides 
access to the tower. Its dimensions are as follows:

Door: 46” wide

Height: 7’

Length (side to side): 9’ 5”

Corner to Corner: 14’

Door to Corner: 10’ 4”

NORTH DOCK Requires advance notice
This is the location for our main deliveries. For events requiring pre-deliveries, this is the designated dock. It 
is located off of Adams Street, just east of Damen Avenue, on the south side of the street (across from the 
United Center).

WOLCOTT DRIVEWAY Requires advance notice
This is the location for special deliveries related to the Conference Center (special permission required) and 
garage entry. The area is off of Adams Street. Deliveries must be coordinated and must not obstruct traffic.

MAIN HALLWAY FROM THE PARKING GARAGE TO THE EGG Runner use
If a special runner is needed, it would require purchase/rental that is not covered by the college. It can 
typically run a rental cost of $6.00/linear foot. This is separate cost; approximately 175 feet needed.

http://www.ccc.edu/malcolmx
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COMPETITION GYMNASIUM Space 1207, First Floor
If this space is desired for use, the playing surface must be covered. Four (4) janitors are required for 4 hours 
to complete the task of laying the tarp. NO exceptions. An approximately 100’ x 50’ tarp is required; this is a 
labor-intensive area to setup. There are 962 bleacher seats (597 east and 365 west), five (5) basketball rims, 
and a curtain divider.

TABLE AVAILABILITY Included in rental fees
Table coverings are NOT provided by the college.

Wooden Top Round

60” diameter, 30” high

3/4” plywood core top

Seats up to 8

Inventory: 63

Plastic Long

6’ long, 30” wide

2” thick white plastic top

Seats up to 8

Inventory: 100

http://www.ccc.edu/malcolmx
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CONFERENCE HALL SPACES A–C
Air walls installed to separate the three spaces or could be opened to join all three. Each are presentation ready and 
equipped with Creston Touch Panel technology.

Conference Hall A

Space 1108

Capacity: 128–160

Dimensions: 44’ x 54’

Amenities include: 
Smart Podium Screen 
Event Notice Panel 
Patio Access Door 
Data Projector 
Blinds Control 
View of Jackson Blvd. 
Credenza

Conference Hall B

Space 1107

Capacity: 128–160

Dimensions: 42’ x 54’

Amenities include: 
Smart Podium Screen 
Event Notice Panel 
Patio Access Door 
Data Projector 
Blinds Control 
Private 
Credenza 

Conference Hall C

Space 1106

Capacity: 128–160

Dimensions: 44’ x 54’ 

Amenities include: 
Smart Podium Screen 
Event Notice Panel 
Direct Kitchen Access 
Data Projector 
Blinds Control 
View of Patio

HALL SPACE SETUP SAMPLES

http://www.ccc.edu/malcolmx
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HALL SPACE SETUP SAMPLES (continued)

http://www.ccc.edu/malcolmx
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HALL SPACE SETUP SAMPLES (continued)

http://www.ccc.edu/malcolmx
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HALL SPACE SETUP SAMPLES (continued)

CONFERENCE CENTER FLOOR PLAN

http://www.ccc.edu/malcolmx
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EXHIBITOR/RECEPTION HALLWAY Space 1100
Tables and chairs can be creatively added to this area to serve as an exhibitor showcase, dining space, or simply an open 
area for guests to socialize. Small sofas are part of this space and can be removed per client request, but cannot be 
moved by a client. Relocation of the sofas must be pre-arranged.

Hallway 1100 N/S Area

Dimensions: 66' x 18'

Modular Seating

In red and black

Hallway 1100 E/W Area

Dimensions: 70' x 24'

http://www.ccc.edu/malcolmx
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MEETING SPACES
These are presentation-ready spaces where no mic will be needed and will not be added. Event panels are present at 
each space so guests are able to review bookings at a touch of the panel at each space. Tables and rolling chairs are 
present in each space. If Meeting space 1103 is secured coupled with the auditorium, it serves as an immediate access 
space between each.

1101, Capacity 20–25 1102, Capacity 25–30 1103, Capacity 45–50

http://www.ccc.edu/malcolmx
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AUDITORIUM/PRESENTATION SPACE Space 1104
Platform landing; not a full stage

Presenter white board and prep behind auditorium available with  
dry erase. Dry erase markers will not be provided by the college.

No food or drink permitted in space

No helium balloons permitted in the space

Capacity: 450 mounted tablet type seating

http://www.ccc.edu/malcolmx
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OUTDOOR LEARNING GARDEN
Located on the third floor, Malcolm X’s outdoor learning garden is a beautiful area that provides space for study, reflection, 
and celebrations. Complete with ample seating, a WiFi connection, power outlets, and a shaded area, this outdoor space 
is a great spot to take a break, have lunch, or just enjoy the Chicago sunshine. Open weather permitting.

http://www.ccc.edu/malcolmx
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MOBILITY SCOOTER
Advance request required

Waiver form must be completed for each user

Rental item

CHAIRS
410 Series Four Cast Line Stack Chairs

Inventory: 747

Black/Beige Metal Folding Chairs

Inventory: 500 mixed (check color availability)

http://www.ccc.edu/malcolmx
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STAGE AND PODIUM
Platform comes in '4 x 4' sections; eight (8) parts currently in inventory, including up to two (2) steps with rails. The platform 
does not come with railings; skirting is not provided by the college. This is not always available due to maintenance and 
must be requested in advance to determine availability.

http://www.ccc.edu/malcolmx
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CAFETERIA
The cafeteria is a rental option (two sections), but NOT when classes are in session.

http://www.ccc.edu/malcolmx
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START APPLICATION
To begin your application, click “Get Started Online” using Organization Account Number 508090528. Be 
sure to select the “Schedule Request” tab and enter events14 in the password field when you’re ready to 
submit your application per the link below.

www.ccc.edu/colleges/malcolm-x/services/Pages/Request-Facilities-External.aspx

EXTERNAL SPACE REQUESTS (Main Campus and West Side Learning Center)
External events are planned and carried out by an external organization. Malcolm X College staff may be there 
to support the event, but not to facilitate it. Individuals, not-for-profit community, educational, civic, youth, 
and social organizations that request to use space at Malcolm X College are considered external requesters.

Payment in full must be submitted to Malcolm X College at least 10 days prior to event

A Certificate of Insurance must be submitted to Malcolm X College at least 10 days prior to event from 
the organizer and its additional constituents as requested

An Executed Contract must be submitted to Malcolm X College at least 10 days prior to event; an 
executed contract is the document that would potentially allow for advertising and event planning; 
communication is key

Malcolm X College has the right to cancel a reservation. It’s important to stay in communication 
regarding status updates sent to your organizations’ attention

A guest invitation report must be submitted at time of application if you’re inviting governmental guests

Walk-throughs will in no way guarantee an event

Never advertise without an executed contract 

Applications must be submitted at least 45 days prior to the requested event date

All external applications will be reviewed and responded to within approximately 14 business days

If an invoice is dispatched, a contract is automatically requested unless it’s noted in the initial invoice 
dispatch

INSURANCE
It must reflect space and date and shall be provided by Permittee naming: Board of Trustees of Community 
College District No. 508; 226 W. Jackson Boulevard, Chicago, IL 60606.

WALK-THROUGH REQUESTS 
Available Tuesday–Friday, 10:00AM to 4:00PM

Contact Facilities Coordinator: (312) 850-7882

APPLICATION AND EXTERNAL FACILITIES PROCESS OVERVIEW
www.ccc.edu/colleges/malcolm-x/services/Pages/Request-Facilities-External.aspx

LIVE BOOKING CONSULTATIONS
Available Monday–Friday, 9:00AM to 5:00PM 

Contact Facilities Coordinator, Ms. Mason: (312) 850-7882 // jmason@ccc.edu

24-HOUR LIVE BOOKING EMERGENCY CONSULTATIONS
Contact Auxiliary Services Director, Jessica Holloway: (773) 709-7094 // jholloway@ccc.edu

http://www.ccc.edu/malcolmx
http://www.ccc.edu/colleges/malcolm-x/services/Pages/Request-Facilities-External.aspx
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AUDIO VISUAL SPECIFICATIONS
A. THE SPACES

Each space assigned is presentation ready; equipped with smart technology; has 
the latest Microsoft applications

In Halls 1106, 1107, and 1108, these spaces may be operated individually or synced 
together

Auditorium 1104 has a wall-mounted, front-facing screen; this area is what you 
would think of as a presentation box; designed for a lecture

Meeting spaces 1101, 1102, and 1103 are equipped with wall mounted LCDs

B. ABOUT OUR HIGH PERFORMANCE SMART PODIUM 

HDMI Connector—audio/video interface for transmitting uncompressed video data 
and compressed or uncompressed digital audio data from an HDMI-compliant 
source device; needed if user chooses to bring personal laptop

VGA connector—to connect an analog PC monitor to a PC or laptop. VGA cables 
utilize an HD15 connector (male or female depending on the equipment being 
attached) to connect the monitor and PC/laptop; needed if user chooses to bring 
personal laptop

Crestron touch panel enables you to monitor, manage, and control everything from 
one platform

Smart podium 524 interactive pen display with an Ergotron adjusted side mount 
that adjusts the monitor

Lift/lower switch that adjusts podium to varying heights

Monitor with side data ports

Wired keyboard and mouse

Podium mic attachment*

Reading lamp attachment

C. WALL MOUNTED DEVICES/EQUIPMENT

Ceiling-mounted projection screen*
Mechanically operated

Ceiling-mounted projector

Wall-mounted curtain control**

Wall-mounted lighting control**

Halls 1106, 1107, 1108 only

Meeting Spaces 1101, 1102, 1103 
and Halls 1106, 1107, 1108 only

http://www.ccc.edu/malcolmx
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CATERING
Thank you for contacting Washburne Catering! A Standard Catering Menu is available upon request, but we 
create custom proposals to meet your specific budge needs.

Please be sure to ask the difference between drop-off versus staff assistance rates. We are happy to 
check availability, but in the meantime, we ask that you please provide the below information and send to 
washburnecatering@ccc.edu.

Event Name

Organization

Name of Primary Contact

Billing Address (street, city, state, zip code)

Email

Requested Menu Type 

Event Date Requested Time Event Guest Count

Requested Location

Phone Number

Budget

Tax Exempt Status (proof required)

ABOUT WASHBURNE CULINARY & HOSPITALITY INSTITUTE
www.washburne.com

Founded more than 75 years ago, Washburne Culinary & Hospitality Institute is one of the oldest culinary 
schools in the nation. Head-quartered at 63rd and Halsted on the campus of Kennedy-King—one of the 
City Colleges of Chicago—Washburne provides students with the latest culinary and baking techniques, 
along with essential hands-on experience to ensure they are equipped to work in Chicago’s most successful 
restaurants, hotels, private clubs, and other culinary establishments. 

In Fall 2014, Washburne added a new program, Hospitality Management, to support the growth of the food 
service and hotel industry within the City of Chicago from an operational aspect. Classes focus on restaurant 
and hotel operations emphasizing a guest centered yet financially responsible approach to management. 
Washburne Culinary & Hospitality Institute is one of City Colleges of Chicago’s College to Careers sites, 
where we are working with industry leaders to ensure our curriculum will provide students with the skills that 
are most important and valuable in the working world. Some of our College to Careers partners include Hyatt 
Hotels, Intercontinental, Aramak, Rome’s Joy Catering, and Jimmy Bannos, Washburne alumnus who owns 
Heaven on Seven and The Purple Pig.

http://www.ccc.edu/malcolmx
mailto:washburnecatering%40ccc.edu?subject=
http://www.washburne.com
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