COUNCIL POLICY

SUBJECT: POLICY NO.: 78-04 DATE ADOPTED:
Facilities Use Rules and Regulations _ a) 5/3/04
AUTHORITY: b) 3/19/12

a) Resolution No. CC-0405-039,.¢) 6/4/12
b) Resolution No. CC-1203-020
c) Resolution No. CC-1205-039

PURPOSE:

This policy establishes the rules and guidelinestlie permitted use of City facilities including,tb
not limited to, the Lawndale Community Center, Vdith Green Park, Jane Addams Park, Rogers-
Anderson Park, Charles B. Hopper Park, Frank Hodan Lot, Diane Bollinger Memorial
Gymnasium, the Community Center Annex, the CitylHaluncil chamber, and the City's Show
Wagon mobile trailer.

POLICY:
PRIORITY OF USE

Applications for the use of the above-mentionedlifaas are accepted on a first come, first serve
basis. However, applications submitted on the sdaye regardless of time, will be approved based
upon a priority system and issued to groups andrichaals in the priority order established belowdan
dependent upon facility availability. Any applicat for a facility use permit(s) may be deniedtifsi
found to be in conflict with City sponsored or qaeasored events and/or activities, which event sha
be given first priority.

1. Non-profit organizations recognized by the StaiteCalifornia and organized under Section
501(c)(3) or 501(c)(6) of the Internal Revenue Cdu qualify as either a youth-based or a
community-based organization as defined in Chahti2 of the Lawndale Municipal Code;

2. Schools which are affiliated with or chartergdtbe Lawndale Elementary School District or
the Centinela Valley Union High School District;

3. Governmental agencies or elected officials rgméng Lawndale;

4, Other organizations, for profit or non-profitat operate within the incorporated boundaries of

the City of Lawndale;

Individual applicants who reside within the ingorated boundaries of the city; and

Individuals who reside outside of the city andjamizations that operate outside of the
incorporated boundaries of the city.

oo

GENERAL PROVISIONS

Application Required:

Any organization or individual requesting use d€igy facility must submit a completed Application
for Facility Use to the Community Services Depaniria sufficient time to allow city staff to proces
the application and obtain all necessary servioeshie event. A recommended timeframe is no less
than eight City business days in advance of th@imdate of use. It is suggested that applicatiare
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submitted as far in advance as possible to allovafl@quate processing time and to better the chance
of securing a facility at the desired date and tin@ther than an application to use the Community
Center Main Event Room for an event involving almlolvhich must be signed by an applicant who is
21 years of age or older, each Application for FgdUse must be signed by an individual who is no
less than 18 years of age.

The Application for Facility Use shall require tfalowing information from the applicant:

The City shall provide each applicant with a copyLawndale Municipal Code Chapter 12.32, this
policy, and any other applicable documentation

Use of City Facilities (All):

Name of organization or individual if private;

Internal Revenue Service (IRS) 501 (c) 3 certisaif applicable.

Contact information of applicant, or representatdofeapplicant, including address, city, zip
code, day, evening and cell phone numbers and kanidriess;

Name of facility being requested,;

Description of the planned activity (including whet food or alcohol will be sold or served,
whether music will be played and, if so, whethee lor recorded, whether admission will be
charged and whether the event is open to the public

Date(s) and times of use;

Expected attendance,;

Portable barbeque information, if applicable;

Jumper/bounce house information, if applicable;

Signature of applicant;

Date application completed;

Los Angeles County Department of Public Health pexnif requesting use of a snack bar; and
Any other information requested on the application.

No applicant may sublet any portion of the Cityiligcrented from the City.

The applicant shall immediately report all persangiries and damages sustained during use
of the City facilities.

Individuals who intentionally or negatively damageoperty or display conduct that is
potentially harmful to people shall be requirede@ave the City facility.

No suggestion of City sponsorship or endorsemeanavent or use of a facility may be made
without prior approval of the City Council.

City reserves the right to require security, insitde discretion, for any use of a City facility fo
the entire time during which the permit holder hls facility under permit and up to 30
minutes before and/or after the permit period. uBigc will be required for events with
attendance in excess of 100 attendees or thoseawdtbc jockey or other source of amplified
music. When security is required for any facilihher than the Lawndale Community Center
Main Event Room or for an event in the Main EverdoR at which beer, wine and/or
champagne will not be served, the security shalbyperovided by a licensed, unarmed and
uniformed foot patrol hired by the permit holdeorfr a City-approved vendor under contract
with the City. Security for an event in the Maiwvdat Room at which beer, wine and/or
champagne will be served shall be provided by tbe Angeles County Sheriff's Department.
The permit holder shall be responsible for paynoéril costs incurred to provide security.
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e Permit holders must be accurate in stating the murabattendees at an event. If attendance is
understated and actual attendance exceeds the nutimdie requires security, staff will
terminate the event at the time of incident. Theilebe no refund of fees or deposits in this
situation.

e Events must end a minimum of 30 minutes prior tonpieend time or sooner as needed to
allow for cleanup and departure. Exception: Evémt€ommunity Center Main Event Room
must end 45 minutes prior to permit end time.

e The facility will be available for set-up no earlidnan the approved permit start time and must
be cleaned and vacated no later than the appraredtend time or additional hourly fees will
be assessed on the applicant for all time pagtehait end time.

e No applicant or participant may remove, relocatdate any indoor City property or fixture
outside for any reason without prior City approval.

e Other than guide dogs, no animals may enter algCiitging.

Use of Community Center Main Event Room and M eeting Rooms:

The Community Center Main Event or Meeting Roomsthe reserved for a period of no less than
three hours including time necessary for set-up@ean-up. However, organizations that qualify for
a waiver of fees may be approved to use the Contsn@anter Main Event or Meeting Room for a

period of less than three hours.

Use of the Platform StageNo food, drink or horseplay is permitted on ghatform stage. Use of the
platform stage will be permitted for presentatiowl/@r performance purposes only.

Use of the Kitchen A permit holder permitted to use the kitchendarevent that does will not utilize
a catering service may only use of the followingtioms of the kitchen: refrigerator, counters and
sinks.

Events Permitted for the Use of Beer, Wine andimir@pagne

e Security shall be provided by the Los Angeles CpuBheriff's Department. The Sheriff's
Department shall determine the number of sworrcef§ required to supervise each event and
shall provide a cost estimate to the City. Theresed security costs shall be paid to the City by
the applicant prior to permit approval.

e An alcohol security deposit shall be paid by thpl&gant prior to permit approval.

e Beer, wine and/or champagne may only be servednbgntity that holds a current California
Department of Alcohol Beverage Control (ABC) licerts serve beer, wine and/or champagne,
such as a caterer, restaurant, bar, or by the photder itself if the permit holder is a non-ptofi
organization that has obtained a daily ABC license.

e Beer, wine and champagne must be served over thenltaprovided by the City, and only to
people 21 years of age and older. Alcoholic bayesanust be consumed inside the Main Event
Room and are not be allowed on the outdoor teradgecent to the Main Event Room or in the
hallways, lobbies, restrooms, parking lot or anlyeotareas of the center outside of the Main
Event Room.

e If any rule or permit condition for serving beerine and/or champagne is found to have been
violated, to include the presence of types of liqobier than beer, wine or champagne, staff will
immediately terminate the event.
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Use of Qutdoor Facilities:

Team or Group SportsActivities:

The following user groups and/or individuals mustnplete an Application for Facility Use to obtain a
permit before using outdoor park facilities at \dith Green Park, Jane Addams Park, and
Rogers/Anderson Park for sports activities: Pegrfot sports activities are not issued for ChaBes
Hopper Park and Frank Hogan Tot Lot.

e Non-organized groups consisting of 20 or more pisye

e Organized teams practicing or playing games witlhentioan five people per team; and

e Groups wearing cleated athletic shoes (Rogers/AotdelPark only).
Note: Cleated athletic shoes are not allowed at Jandamd or William Green Parks for
activities other than baseball games, or practiedd on any baseball field.

e No motorized vehicles may be used on any fieldreeg space.

Parties, Gatherings and Celebrations:

The following user groups must complete an Appiaator Facility Use to obtain a permit before
using outdoor park space for parties, gatheringelmbrations:

e Groups in excess of 25 or more people at Willianedar Park, Jane Addams Park and
Rogers/Anderson Park.

e Groups using portable gas barbeque grills (all park
Note: Portable charcoal grills are not allowed (alihgd. However, charcoal briquettes may
be used at any City or school district owned parkvhich City-installed, built-in, stationary
barbeque grills exist, provided that the charcoddjuettes are contained solely within the
applicable grill compartment. A use permit is rexjuired for the use of such barbeque grills.

e A group of any size requesting the use of a jungrebounce house at William Green Park,
Jane Addams Park and Rogers/Anderson Park. Jumpbmunce houses at these parks shall
be limited to one per day, permitted on a first eoifirst served basis. Jumpers and bounce
houses will not be permitted at Charles B. Hopmek®r Frank Hogan Tot Lot.

e Groups in excess of 10 people, however, no lafgem 25 people at Charles B. Hopper Park

and Frank Hogan Tot Lot.
Notes: Groups exceeding 25 people applying to use €pdsl Hopper Park or Frank Hogan
Tot Lot are encouraged to apply for a permit at ofhdghe larger parks. The maximum
permitted capacity at Charles B. Hopper Park andaroTlot Lot shall be 25 people on any
given day.

Use of Snack Bars:

The snack bars may be used only in conjunction witleld use permit and may not be used for
commercial purposes.

Use of Show Wagon Mobile Trailer:

The following user groups may apply for a permiuge the Show Wagon:
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e Non-profit organizations recognized by the StateCafifornia and organized under Section
501(c)(3) or 501(c)(6) of the Internal Revenue Cdus qualify as either a youth-based or a
community-based organization as defined in Chahti2 of the Lawndale Municipal Code;

e Schools located within the incorporated boundaoietawndale which are affiliated with or
chartered by the Lawndale Elementary School Distiicthe Centinela Valley Unified High
School District;

e (Government agencies operating within the incorgarétoundaries of the City; and

e Elected officials representing the Lawndale comrtyuni

Additional Provisions: The Show Wagon shall be restricted to use insangthin (1) the incorporated
boundaries of Lawndale, or (2) no more than one miltside of City boundaries. Any non-profit
organization, school or governmental agency locaiatside of the incorporated boundaries of
Lawndale, but within a one-mile radius, will be iied to using the Show Wagon only upon approval
by the City Council. The Show Wagon shall notpeemitted for more than five consecutive days of
use. Partial, pickup and delivery days shall casbne day. The Show Wagon may not be used for
commercial, personal or private purposes.

Use of the City Hall Council Chamber:

The City Hall council chamber may be used withduérge by governmental agencies and officials,
and by public utility companies, for public infortran programs, workshops, or other programs that
benefit and are provided free of charge to Lawndadelents and businesses.

During the 60 days prior to a municipal electioryse application may be submitted for a candidate
forum if all candidates are invited to participatgpially and the forum program is structured to jgev
each candidate with an equal opportunity to addtkesissues presented. During such an event,
electioneering, as defined in California Electi®®sde section 319.5, must be limited to a display of
individual candidate's printed electioneering infiation in the foyer area only as electioneering
activities are prohibited in the council chamb&eservations for the council chamber for a candidat
forum will be accepted by the City Manager's offisebject to availability.

The City may assist with the set-up of additionainfture and audiovisual equipment, subject to
availability and staffing resources. Council ch@mbsers may, with prior approval from the City
Manager's office, serve food and beverages duhagvent, provided that they are consumed only in
the foyer area and not in the council chamberfit#d the conclusion of the event, furniture and
equipment must be returned to their original posgi Food, beverages, containers, written maserial
etc. must be removed or deposited in wastebaskeecycling bins, as appropriate. The City reserves
the right to charge users for the cost to repainatge to the facility, furniture or equipment, or &my
special cleaning of the facility beyond normal mamance requirements.

Fees and Deposits:

Applicants must pay in full all fees and deposissmay be established by resolution of the City
Council no less than eight business days in advahtee initial facility use date. Failure to paych
fees and deposits will result in nullification diet permit. Partial payments will not be acceptéte
City will charge a fee for any check(s) returnedabdyank for insufficient funds.
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| ssuance of Per mit:

Facility use permits will be issued by the Commyi@ervices Department staff member, or members
designated by the City Manager. A use permit care approved until applicant provides the
following information: signed facility use applitan, payment in full including any deposit,
certificate of insurance meeting the City's requieats, and any required Health Department permit,
the beer and wine license from the ABC or otheunegl licenses or permits. The permit will contain
the information described in the paragraph belod tfwe acceptance of the conditions and regulations
governing the permit must be acknowledged by thmany applicant by his/her signature on the
Application for Facility Use. Extended use pernsitgll not exceed a period of three calendar months
unless otherwise approved in writing by the Cityridger or his/her designee. Each City facility must
be used for the specific purpose identified in Application for Facility Use only. City facilities
cannot be used on a for profit basis in which rescollected for admission, memberships or ang typ
of equipment and/or supplies. Events in which nyasebeing exchanged will be discontinued upon
discovery.

By acceptance of the permit, the primary appligeerthit holder agrees to: A) acknowledge receipt of
a copy of Lawndale Municipal Code Chapter 12.32is tpolicy, and any other applicable
documentation and accept and agree to comply wWithf #he conditions contained therein; B) accept
responsibility for actions of the participants betevent or activity; C) be present and supenhse t
event and those in attendance during the entinétyagse time; and D) indemnify and hold the City
harmless from any and all claims relating to the aisa City facility other than claims arising frdahre
City's negligence.

Facility | nspection Process:

Permit holders will be required to acknowledge ¢badition of the building by signing the Condition
of Facilities form completed by staff confirmingettfiacility condition prior to the commencement of
his or her use of said facility and once againmiwodeparting the facility. Accordingly, each pur
holder shall visually inspect the facility to camfi the information on the form and must note any
discrepancies.

| nsurance Requir ements:

Valid general liability insurance in a form and ambacceptable to the City's Risk Manager shall be
required for all permitted uses involving the resgion of a building, field, Show Wagon mobile
trailer, or any other facility under the jurisdmti of the City. Outdoor functions, such as birthda
parties, family gatherings and picnics that utileeCity facility but do not require a permit do not
require insurance unless the event will includeumger/bounce house or the type of group sport
activity which requires a permit. When insurangeequired, proof of insurance must be submitted to
the Community Services Department staff membergdesed by the City Manager before any
permit(s) is issued. The following general usegum@ that the applicant provide valid insurance
documentation, to the satisfaction of the City,secure insurance through the Community Services
Department from a third party.

e Qutdoor sports activities

e Indoor sports activities
e Jumpers/bounce houses
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¢ Indoor meetings
¢ Indoor parties and gatherings

Applicants who do not carry insurance will be regdito purchase general liability insurance progide
by a private carrier identified by the City. Whapplicable, insurance costs will be added to the
facility use permit fees. Applicants may solicisurance from a vendor of their choice; howeves, th
insurance must meet the City's requirements asndeted by the City's Risk Manager based upon the
type of activity and number of participants.

EventsIncluding Beer, Wine and/or Champagne:

An event at which beer, wine and/or champagne k& permitted by the City will also require
alcohol liability insurance, which insurance shba# provided by a third party insurance carrier
identified by the City if the applicant does notvlasufficient insurance coverage, with limits as
required by the City's pooled insurance provider.

Events Using the Snack Bar:

Before a permit will be issued for the use of thack bar, an applicant must obtain the necessary
permits from the Los Angeles County Departmentudjlie Health.

Events Using the Community Center Kitchen:

Any caterer must provide evidence of insurance mgdhe City's requirements to qualify for full
kitchen use. Minimum insurance requirements dhatho less than $1 million in Commercial General
Liability and $2 million aggregate, no less thanlifdenia State Statutory Workers Compensation
levels and $1 million in Auto Liability; howeverhe types and amounts of insurance may be revised
by the City's pooled insurance provider from tiroetime. All insurance certificates shall name the
City of Lawndale as additionally insured.

Cancellation of Permit(s):

The City has the sole right to cancel or defer pagmit(s) for any facility that is needed by theyCi
for a civic affair or other significant function.

If an extended use permit holder fails to use dif\aon two permitted dates, the Community Sersice
Department may cancel a permit for the remaindén@fpermit period.

If a permit holder leaves the facility in an unstctory condition, or there are damages during the
period of time in which the permit holder used ailfgy, or for other good cause, the Community
Services Department may cancel a permit and impoisitional costs as described in the section
"Security Deposit Refunds,” below. Furthermord|ofeing cancellation of a permit by City, the
permit holder shall be ineligible for permit appats/for a period of one year. If a permit is cdleck

the permit holder shall be eligible for a refung@, to the portion of the fee remaining after alltio¢
City's costs have been recovered.
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Cancellation by User:

A facility use permit holder may cancel his or heservation and submit a written request for amefu

of rental fees and security deposits. A permidbaoimaking such a request shall receive a refund of
the fees and deposits paid less all costs that e incurred by the City.

Failureto Use Facility Without Cancellation:

Permit holders who fail to use any scheduled figciithout properly cancelling the reservation per
the cancellation provisions shall only be eligibte a refund of permit fees up to the amount of the
portion of the fee remaining after all of the Gtgosts have been recovered.

Security Deposit Refunds and Additional Char ges after Use:

Upon conclusion of the use of any City facilityethermit holder must ensure that the facility isiin
satisfactory condition that all trash has beengaaio trash containers and all property of the pierm
holder and event attendees has been removed alhdestnan all equipment to its proper place. Pérmi
holder shall not remove, relocate or take City propoutside of the facility without the prior wien
approval of the City. City staff shall inspect alleas of use before the permit holder leaves the
premises for which a security is required. If fheility is judged to be in satisfactory conditichge
deposit will be refunded through the City's staddaarrant procedure, normally within 4-6 weeks.

Permit holders not concluding their use, includolgan up time, and exiting the facility upon the
expiration of the approved permit time shall bergkd for excess costs incurred by the City, if
deemed appropriate by the City Manager. Such aostg include staff time and any other costs
incurred by the City as a result of the unauthariegtended use. Excess costs will be deducted from
the deposit refund.

Permit holders shall be responsible for costs astat with cleaning any facility that is left in an
unsatisfactory condition and/or when damage to @iperty and/or equipment has been caused by
the actions of the permit holder or his/her guests.

If actual costs for Sheriff's Department securitgeed the estimated amount paid by the permit nolde
the excess amount will be deducted from the depe&ind. Conversely, if actual security costs are
less than the estimated amount prepaid by the paotder, permit holder shall receive a refundha t
amount of the overpayment at the time that any siepefund is paid to the permit holder.

Should damages, clean up costs, additional resal for exceeding the event time anticipated cgroth
costs incurred by the City in connection with thee wf a City facility exceed the amount of the
deposits, the City will bill the permit holder ftlie excess amount. Should the permit holder dail t
remit payment for the full amount invoiced withil 8ays of the date of the invoice, the permit holde
may be declared ineligible for future use of anyyQacility for one year, but at a minimum, until

payment has been made.

If a permit holder's event is terminated by stafédo a violation of any city, state or other agénc
rules regarding the use of a City facility, inclngdithe rules regarding alcohol, no fees or depeslts
be refunded.
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Storage and Items L eft Behind:

No permit holder, or his or her guests, may starg equipment or materials at any City facility
without the prior written approval. Additionallthe City is not responsible for items left behiritta

or prior to any activities permitted hereunder amaly dispose of any items left behind in any manner
deemed appropriate by the City.

Additional Permit Restrictions:

Permit holders and their guests are required teradto the following restrictions:

e Alcoholic beverages and all forms of gambling (itthg bingo, raffles or lotteries) are
prohibited on or about any City facility (including facility owned by the Lawndale
Elementary School District) other than in the Comity Center's Main Event Room. Beer,
wine and/or champagne shall only be allowed in @enmunity Center Main Event Room
when specifically permitted by the City.

e Smoking is prohibited within all City or Lawndaldelfnentary School District-owned buildings
and within 20 feet of the main entrance, exit ondaws that may open of such buildings
(California Government Code Sections 7596-7598).

e Defacing any City or Lawndale Elementary Schooltiis property in any way is prohibited.

e Using nails, crayons, chalk, adhesive tape, handewgces or any other means to post or hang
any type of material within or upon any City fatylis prohibited. Nor may any alterations be
made to any City property, fixture or equipment.

e Food and/or drinks are prohibited on the courtaefof the Diane Bollinger Gymnasium.
Users of the gym floor at the Diane Bollinger Gyminan are required to wear rubber soled
athletic shoes at all times.

Waiver of Use Fees:

Fee waiver requests must be submitted to the Contynservices Department along with a completed
Application for Facility Use.

Organizations that fit into one of the qualificatigroups below shall be eligible for a 100% waiotr
use fees for any City facility, limited to no mdbean one use fee waiver per quarter.

1. Non-profit organizations recognized by the StiteCalifornia and organized under Section

501(c)(3) or 501(c)(6) of the Internal Revenue Cdu qualify as either a youth-based or a

community-based organization as defined in Chahti2 of the Lawndale Municipal Code;

City sponsored or City affiliated organizations;

Schools which are affiliated with or chartergdtbe Lawndale Elementary School District or

the Centinela Valley Unified High School Distrieind

4. Governmental agencies or elected officials regméng Lawndale using the facility for the
purpose of conducting an event or activity for bleaefit of Lawndale residents and businesses.

w N

Fee waivers will be granted by the Community SeviDepartment staff member, or staff members
designated by the City Manager. Fee waiver datssgan be appealed in writing to the City Manager.
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A school that is not affiliated with or chartereg the Lawndale Elementary School District or the
Centinela Valley Unified High School District wilbe eligible for a 50% waiver of fees for City
facilities if at least 33% of the students attegdthe school are Lawndale residents; however, this
waiver is limited to no more than one use per guartA school applying for this waiver of use fees
shall provide proof that Lawndale students attéradsichool.

Security deposit fees and insurance costs cannoabed.
A fee waiver may not apply or may be reduced whewrganization is granted use of a City facility
outside of normal operational hours during whickyGiaff is not already present as the organization

will be required to pay the cost to provide stafStipervise the facility during the event.

| ndemnification:

All applicants will be required to acknowledge bgrature the following indemnification clausden
completing an Application for Facility Use. An dijgation without a signature from the applicant
acknowledging and agreeing to the indemnificati@use will not be considered complete.

l, (FULL NAME), on Dbehalf of
(ORGANIZATION) understand that my use of the (hereinafter "City
Facility") exposes me to the risk of personal ipjuleath or property damage, as well as the risk of
injury or damage to other people or property. tehg acknowledge that | am voluntarily
requesting to use this City Facility and agreestume any such risks on behalf of myself and the
Organization and any participants in said use.

| hereby release, discharge and agree not to sy@fdiawndale and its officers, agents, and/or
employees against any claim for any injury, deatttamage to or loss of personal property arising
out of, or in connection with, my and the Organa@as use of the City Facility from whatever
cause, including the active or passive negligehCityp of Lawndale or any other participant in the
use of the City Facility, other than an injury @naage arising out of the sole negligence or
willful misconduct of City, its officers, agentspdor employees.

In consideration for being permitted to use the Ecility, | hereby agree, for myself, my heirs

and assigns and the Organization that I/the Orgaoizshall indemnify and hold harmless City of

Lawndale, its officers, agents, and/or employeemfany and all claims, demands actions or
suits arising out of or in connection with my/theg@nization's use of the City Facility.

| HAVE CAREFULLY READ THIS RELEASE, HOLD HARMLESS AD AGREEMENT
NOT TO SUE AND FULLY UNDERSTAND ITS CONTENTS. IF TI8 APPLICATION IS
BEING SOUGHT ON BEHALF OF AN ORGANIZATION, | AM DUlY AUTHORIZED TO
SIGN THIS RELEASE ON BEHALF OF THE ORGANIZATION. AM AWARE THAT THIS
IS A FULL RELEASE OF ALL LIABILITY AND SIGN IT ON MY OWN FREE WILL.

Applicant's Printed Name Applicant's Signature

Dated
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