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POLICY STATEMENT

The Parks, Recreation and Cultural Arts Department wishes to allow public use
of City owned indoor facilities in conformance with established procedures and
policies to ensure proper usage.

The primary purpose of the Community and Senior Center is to provide a broad
range of recreational, cultural, and social activities as well as events.

The primary purpose of the Community Room at the Encinitas Library is to
provide a facility to conduct programs of a cultural, academic, fine arts and
intellectual purpose and public library programming services.

The primary purpose of the Information Literacy Lab at the Encinitas Community
Library is to provide a classroom type facility to conduct facilitated instructional
activities to improve technology related learning, learning support, and research
skills.

The City may allow the use of indoor facilities by organizations, individuals or

business interests based on space availability and priority categories

established in this policy.
A. Purpose

To establish a procedure for reservations and use of indoor facilities.

B. Background
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The Community and Senior Center is owned and operated by the City of
Encinitas and the intent is to accommodate a broad range of recreational,
cultural, and social activities in addition to City operated programs. Rental use
will be permitted on a limited basis.

The Encinitas Library facility is owned by the City of Encinitas. Public library
services are provided by the San Diego County Library. The City and County
entered into an “Agreement for the Provision of Library Services” (Agreement)
dated March 11, 2003. The Agreement defines the roles and responsibilities of
each party in the operation of the library facility. The County shall provide a full
range of library services as provided system-wide by the San Diego County
Library (Agreement 87.1). The Agreement affirms the purpose of the
Community Room as, “to support the library and City of Encinitas activities”, and
further indicates that, “room reservations, policies, operations and revenues
shall be handled by the City” (Agreement 8§7.1).

This operational policy establishes procedures and priorities for use, and a fee
schedule for the City owned facilities. Interpretation of this Policy shall be made
by the Parks, Recreation and Cultural Arts Director. Policy modifications, with
the exception of fees or group classifications approved by City Council, may be
made by the Parks, Recreation and Cultural Arts Director.

C. Definitions

Resident — An individual, group or organization that resides within the
boundaries of the City of Encinitas, with a zip code of 92024 or 92007. Use of a
City PO Box mailing address is not considered residency.

Non-resident — An individual, group or organization that resides outside the City
of Encinitas boundaries, zip codes 92024 and 92007. Non-Residents using a
City PO Box mailing does not change their status.

Non-Profit Recreational, Educational (public), Service/Civic Group — A
community group, whose primary purpose is service to the community as a
whole, where fees are limited to essential expenses and where participation is
open to the general public.

A non-profit group must have a current approved non-profit status on file with
the IRS. Proof of status is required. Any group without official non-profit status
with the IRS will be categorized as a private group for purposes of facility use
reservations.

Non-Profit Special Interest Group or Political Group/Candidate — A group or
candidate, whose primary purpose is self-serving and where participation and
membership is limited to service special interests.

A non-profit group must have a current approved non-profit status on file with
the IRS. Proof of non-profit status is required. Any group without official non-
profit status with the IRS will be categorized as a private group for purposes of
facility use reservations.
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Private Group — Group, organization or individual that excludes participation by
the general public, or any group without official non-profit status.

Commercial Group — Any commercial business firm, organization, or individual
whose primary purpose is a for-profit venture.
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. METHOD

A. Facility User Classification

Indoor facilities have designated rooms available for use by the general public
for facility rental upon space availability. Facility users shall be classified into
groups for the purpose of assessing fees and determining scheduling priorities.

The facility user classifications are as follows:

GROUP
PRIORITY

CLASSIFICATION

EXAMPLE USES

GROUP |

Municipal

Cultural and fine arts
programming, public meetings,
and educational events
sponsored or co-sponsored by
the City of Encinitas or the
Encinitas Library.

GROUP I

Resident Recreational, Educational (public)
and Service/Civic Non-Profit Community
Groups, and Public Agencies.

Civic groups, service
organizations, public school
districts, and other public
agencies whose purpose and
programs are beneficial to the
general public.

GROUP 11l

**Resident Private Groups, Special Interest
Non-Profit Groups and Political Groups or
Candidates

Non-Profit - Private educational
organizations, sports
organization, special interest
clubs, political groups or
candidates, home-owners
associations, religious services,
etc. and resident private parties
or gatherings.

GROUP IV

Resident Commercial Groups

A for profit business or group
located in zip codes 92024 or
92007. Private parties, meetings
conferences, instructional
programs, business organization
functions, trade shows, company
trainings and seminars, fairs,
and events

GROUP V

Non-Resident Non-Profit Groups, Clubs,
Organizations, Individuals, Political Groups
and Commercial Groups

A for profit business or group
located outside of zip codes
92024 or 92007. Private parties,
conferences, meetings,
instructional programs, business
organization functions, trade
shows, company trainings and
seminars, fairs, and events

**In the event that there are multiple requests for use, arts events will receive
priority in the Library Community Room after City or Library sponsored events,
programs, and meetings.
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B. Facility User Fees
All fees are charged on a per hour basis. Groups or individuals will be assessed
facility use fees and equipment fees in accordance with the established Facility
Fee Schedule as described in Attachment A.

APPLICATION PROCEDURES

A. Application Process

All potential users shall complete a City of Encinitas Facility Reservation
Application. Applications for use of indoor facilities may be submitted by email at
prca@encinitasca.gov, fax 760-943-2262, mail, or in-person at the following
locations:

e Encinitas Community and Senior Center, 1140 Oakcrest Park Drive

e Encinitas Parks, Recreation and Cultural Arts, 505 S. Vulcan Avenue
Applications will be accepted during regular business hours Monday through
Friday 8:00 a.m. to 5:00 p.m. or as otherwise designated. Application
submission does not constitute acceptance or approval of use.

Applications will be accepted for specific dates and times. The time requested
must include all set-up and clean-up times. Applications must be submitted at
least fourteen (14) calendar days in advance of the date requested to allow for
permit review, permit processing, and final fee payment. Exception:
Applications for use of the banquet hall, gym or stage must be submitted at least
forty (40) calendar days in advance to provide time to process and receive final
fee payment.

Advanced scheduling may be accepted at the discretion of City staff, up to one
(1) year prior to the event. Exception: Advanced scheduling may be accepted
at the discretion of City staff, up to three (3) months prior to the event for library
facilities.

Applications must include a non-refundable deposit of $20.00 to reserve and
hold the facility that applies towards the room-rental charges.

Applications will be approved for specific rooms, dependent on group size, type
of activity, and availability. No activity shall be scheduled for more than the
maximum room occupancy, which will include review of the event setup. Smaller
size groups may be assigned to conference or small meeting rooms for
maximum utilization of facilities.

Applications will be reviewed, and facility use will be prioritized based on group
classification and priority. Once dates are approved and booked, City staff will
assess fees. The applicant will be notified by email or phone to confirm the
information on the Use Permit. For larger complex events, a meeting time may
be required. 50% of the room rental fees, equipment fees and all other
applicable fees will be required at this time.

Once the permit is acceptable to the applicant, the permit must be signed and
dated. By signing the permit, the applicant agrees to indemnify and hold
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harmless the City of Encinitas and agrees that all balances due stated on the
Permit must be paid twenty (20) calendar days prior to use of the banquet hall or
gym or stage and ten (10) calendar days prior to use of other rooms. Should
payment not be received within this time frame the permit may be null and void.
The permit must be signed and approved by the City staff prior to utilization of
the facility.

B. Insurance and Indemnification Requirements

The City of Encinitas is not liable for accidents, injuries, or loss of individual
property in connection with any of its facilities. Depending upon the risk factor of
the facility use activity, the City will require general liability insurance in an
amount of one million dollars ($1,000,000) per occurrence. Insurance
requirements are subject to review by the Risk Manager's Office. Insurance
coverage is not required for approved sedentary meetings/seminars/programs.

Insurance can be obtained through applicant’s own broker or through Special
Events Coverage offered through the City of Encinitas.

1. “Certificate of Insurance” must be submitted for all events requiring
general liability insurance. The “Certificate of Insurance” must list the City
of Encinitas as Additional Insured for a minimum of one million dollars per
occurrence ($1,000,000) for the specific location and date(s) of the
event(s). The applicant must also provide a separate Additional Insured
Endorsement. See 2 and 3 below if alcohol included.

2. Alcohol Insurance — When alcohol is to be served, sold, or is present at
any event, Alcohol Insurance is required. The “Certificate of Insurance”
must specifically state “Alcohol Included”. Alcohol Insurance may be
provided via your own broker or may be purchased through the City, but
only in conjunction with the purchase of the City issued $1,000,000
liability insurance coverage.

3. Alcohol License — If alcohol is being sold or contractually provided (such
as by a caterer, beverage vendor or party planner) or admission fees are
charged, or donations are solicited, an Alcohol Beverage Control Board
(ABC) License will be required. (See “Requirements for Obtaining a
Liguor License” information sheet in Facility Use Rental Packet).

Insurance not purchased through the City must be submitted a minimum of
fourteen (14) days prior to the event to allow time for review and approval.

Requests that include performers, vendors, sponsors, volunteers, etc. will be
required to have such a Waiver of Liability approved by the City.

C. Refusal or Cancellation of Use by City

The City has the right to refuse or cancel an application or permit based on the
reasons listed below. The City staff will give written notice of refusal and
cancellations with an appropriate explanation. Reasons for denial of applications
or canceling of permits include, but are not limited to, the following:
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Unsatisfactory prior use.

Hazardous and/or unsafe conditions exist.

Application submitted less than required advance timeline.
Non-payment of fees/deposit before due date.

Groups that do not give proper cancellation notice.

Facility or staff not available

Insurance, indemnification, or security requirements not met.
User violates conditions of use.

City requires use of the facility.

©CoNoh,rwhE

If the City, due to unforeseen circumstances, makes a cancellation because the
facility is unusable or unsafe, a full refund shall be made. If the City staff refuses
an application or permit, City staff will provide the applicant an opportunity to
respond in writing.

D. Cancellation of Use by Permittee and Refund Process

A notice of cancellation and request for refund must be received in writing
and submitted to the Center Manager. A refund of remaining fees, if
applicable, based on procedures listed below, will be mailed to the applicant, or
credited back to the applicant’s credit card. Please allow for 3 — 5 business days
for processing a refund to a credit card and 14 business days for processing a
check refund.

1. Banqguet Hall and Gymnasium/Stage

a. When written cancellation notice is received prior to collection of any
rental fees, the $20 non-refundable application fee will be applied to the
cancellation.

b. When written cancellation notice is received after the use permit review
and collection of room rental deposit and additional fees, but at least
twenty (20) calendar days before the date of use, a full refund of the room
rental fees and additional fees will be processed minus the $20 non-
refundable application fee.

c. When written cancellation notice is received less than twenty (20)
calendar days prior to the date of use, there will be no refund of room
rental fees, technology fees and equipment rental fees. A full refund will
be given for set-up fees, cleaning/damage deposit fees, and insurance
fees obtained through the City (insurance refund requires approval from
Risk Management Office based on timing and nature of cancellation
notice).

2. Meeting Rooms

a. When written cancellation notice is received prior to collection of any
rental fees, the $20 non-refundable application fee will be applied to the
cancellation.
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b. When written cancellation notice is received after the use permit review
and collection of room rental deposit and additional fees, but at least ten
(10) calendar days before the date of use, a full refund of the room rental
fees and additional fees will be processed minus the $20 non-refundable
application fee.

c. When written cancellation notice is received less than ten (10) calendar
days prior to the date of use, there will be no refund of room rental fees
and equipment rental fees. A full refund will be given for set up fees,
cleaning/damage deposit fees and insurance fees obtained through the
City (insurance refund requires approval from the Risk Management
Office based on timing and nature of cancellation notice).

3. Multi-use Permit Dates

a. Cancellation notice and refund policy per Section D also applies to use
permits with multi-use dates.

4. No refunds are given for:

a. Rental no shows.

b. Changes in equipment orders after the ten (10) days or seven (7) days
prior to use.

c. Use ending earlier than the time defined in the Use Permit.

d. Less than the required notice provided by applicant per Section D.

e. Cleaning/damage deposit is non-refundable if the facility is not left clean
or damage to property has occurred.

f. Unsatisfactory use of facility deemed by City staff.

E. Confirmation

A signed copy of a Facility Reservation Use Permit by City staff is confirmation
of the approved facility use for the requested date. Any final preparation for a
program or event is solely the responsibility of the applicant and should not
begin until an approved and signed use permit is issued.

F. Changes to Use Permit

Changes, deletions, or additions to use permit or room set-up charts require
seven (7) calendar days advanced notice prior to use date and must be in
writing or such requests may not be able to be accommodated. Each permit is
allowed up to two (2) changes to the permit or room set up after the application
is submitted for no additional fee. A charge of $10.00 will be assessed for each
additional change to the permit or room set up exceeding the initial two (2)
changes.

GENERAL RULES AND CONDITIONS OF USE

The Parks, Recreation and Cultural Arts Director or designee has the authority
to implement rules and conditions of use that provide for consistent use of
facilities but are not limited to the rules and conditions listed below.
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Groups using indoor facilities will observe, obey, and comply with all applicable
City, County, State and federal laws, rules, and regulations.

A. Rental Hours/Hours of Operation

Library Hours of Operation

Monday and Thursday 10:00 a.m. — 6:00 p.m.
Tuesday and Wednesday 12:00 p.m. — 7:00 p.m.
Friday - Sunday 10:00 a.m. — 5:00 p.m.

Rental of the Community and Senior Center facilities will be during the following
regular hours of operation:

Community Center Hours of Operation*

Monday through Friday 8:00 a.m. to 8 p.m.
Saturday 8:00a.m.to 5 p.m.
Sunday 12:00 p.m.to 5 p.m.

Senior Center Hours of Operation**

Monday through Friday 8:00 a.m. to 4:00 p.m.
Saturday and Sunday Closed

Note: Hours of operation are subject to change by authorization of the Parks,
Recreation and Cultural Arts Director.

Rooms at the Library are available during the hours the facility is open to the
public. The Community Room may be available at other times providing
adequate staff or other provisions are made for after-hours facility use. The
Information Literacy Lab must be vacated 30 minutes prior to the library closing
time. The Information Literacy Lab is for supervised, instructional use.

*The Community Center may be opened for approved rentals before and after
normal operating hours as early as 7:00 a.m. and remain open Friday and
Saturday nights up to 12:00 a.m. midnight (event including clean-up must end by
11:45 p.m.) and Sundays up to 10:00 p.m. (event including clean-up must end
by 9:45 p.m.). These approved hours of operation are subject to staff availability
and payment of all associated fees for use.

A late fee will be applied to all events that exceed the approved group’s ending
time at the current room rate and staff rate, billable in half-hour increments.
Groups are also subject to forfeiting the full damage deposit or a portion of the
damage fee at the discretion of City staff.

** Room 137 (Billiards Room) within the Senior Center area and Room 119
(Computer Lab) are not available for rentals and other rooms within the Senior
Center area are subject to restrictions.

Conditions of Facility Use at the Encinitas Library
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1. The Community Room may be available for rentals providing an
authorized Facility Attendant, City employee or San Diego County Library
employee is present on site.

2. An additional hourly cost recovery charge for the Facility Attendant,
beyond the Room Rental Hourly Fee, will be incurred to support the use.

3. A two-hour minimum charge to applicant is required for a Facility
Attendant.

4. After-hour programs must end by 10:00 p.m.

5. All Conditions of Use requirements will be in effect for all rentals and
programs.

6. All organizations who rent the library will observe, obey, and comply with
City, County and State laws, rules, and regulations.

B. Closure Dates

Indoor facilities will not be available for rentals on the following observed City
Holidays and during City facility closures (*):

New Year’s Day (January 1)

Martin Luther King, Jr. Birthday (Third Monday in January)
Presidents’ Day (Third Monday in February)

Easter Sunday

Memorial Day (Last Monday in May)

Juneteenth (June 19)

Independence Day (July 4)

Labor Day (First Monday in September)

Veteran’s Day (November 11)

Thanksgiving Day (Fourth Thursday in November)

Day after Thanksgiving

Christmas Eve (December 24) — New Year’s Day (January 1)*

It is the responsibility of any user group to notify their participants of facility

closure dates, and not schedule programs/meetings/events on observed City
Holidays. No exceptions will be made to open the facilities on these dates.
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C. Cleaning/Damage Deposit Procedure

A refundable damage deposit shall be required to reserve facilities for events, in
order to ensure proper clean up, and to cover repair/replacement costs from
breakage, loss, or damage or additional permitting costs. The deposit will be
returned if proper general clean-up is completed and the facility is left in
satisfactory condition, and if no additional permitting costs were assessed before
the rental date.

When not left in satisfactory condition, the applicant shall be liable and will be
charged for the full cost of materials, labor, replacement, repairs, or damages
(over and above the deposited funds) regardless of the amount. Any deposit
amount remaining after satisfactory cleaning and any damage repair are
complete shall be refunded within 60 days. Staff will determine the appropriate
level of payment required based on the nature of the cleaning or damage. Staff
will conduct a pre-event and post-event site inspection, and staff's decision will
be final.

All groups are responsible for their event clean-up including but not limited to:

1. Cleaning of all equipment used.

2. Cleaning of any chairs, tables, and counter areas used.

3. The kitchen and rooms must be left clean and in the same condition that they
were in before the activity.

4. All litter and trash must be picked up and be moved to the exterior trash
receptacles.

5. Removal of all personal property, displays and other similar items
without damage to the facility.

6. Return and relocation of all equipment used during an event to its original
location.

7. No food, drink or gum is permitted in gymnasium/stage areas including the
mezzanine and game room. All balloons and decorations are to be
removed/discarded.

D. Food and Beverage/Kitchen Use and Open Flame

The Library Community Room kitchen is not intended for cooking, but to provide
a convenient space for preparation and serving of ready-to serve items. The City
does not provide supplies for food or beverage service such as cups, paper
towels, coffee, or tea.

The Community/Senior Center Kitchen is a catering kitchen only and may be
used for the reheating of food. Equipment is available for same day rentals.
The dishwasher is available for events that have a professional caterer.

Food is not permitted in the Information Literacy Lab. Covered beverage
containers may be allowed.

The use of an open flame is prohibited.
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E. No Smoking or Vaping is permitted inside or outside City or Library
facilities.

No smoking or vaping is permitted in all public places and any area within 20
feet of a public place, except private residential property. (City of Encinitas
Ordinance No. 2023-02 Chapter 11.09, California Government Code Section
7596-7598).

F. Animals

Animals are not permitted in indoor facilities unless they are service animals
used in aiding an individual or when approved by City Staff for a supervised
event/presentation/demonstration under the care of a professional animal
handler/trainer.

G. Advertising of Event/Facility Use

Applicant shall not promote their event with a city facility name and
address location without a signed, approved use permit.
Event/meeting/program advertising materials used at the Center or Library
(flyers, posters, banners, etc.) shall be submitted to City Staff for approval and
posting and will be displayed when deemed appropriate by City Staff and as
space permits. Any items posted or distributed, which have not been approved,
will be removed, and discarded.

H. General Solicitation, Selling, and Advertising

No individual or group shall set up or maintain any exhibit, show, pantomime,
act, concert, lecture, oration, or similar activity on city property without a City
issued permit.

No individual or group shall solicit donations or vend, offer for sale, or dispose of
any goods or merchandise or similar activities City property unless authorized to
do so by City staff.

No individual or group shall distribute, circulate, give away or deposit any flyers,
circulars, pamphlets, buttons, and advertisements or similar materials on City
property unless authorized by the City or County staff.

Events including promotional signs/banners and other signage items shall not
be placed on City facilities or premises without prior written approval from the
City and must include a temporary sign/banner permit and site plan.

Applications must be submitted online through the Customer Self Service
portal.

Additional information regarding a Temporary Sign Permit is located on the
City’s website under Planning: Temporary Sign/Banner Application (CSS) or
you may contact the Planning and Building Department at
planning@encinitasca.gov or (760) 633-2710.
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Notwithstanding the above, any political speech activities or political advertising
shall be subject to reasonable time, place and manner restrictions as
determined by applicable law.

Encinitas Business License may be required where applicable.
|. Multiple Use

1. The Parks, Recreation and Cultural Arts Department reserves the right to
limit the use of facilities and number of uses by any one group so that the
entire community may make use of the limited facilities available.

2. Multiple and/or repeat reservations of any given group will be contingent
upon their appropriate care of the facility and observance of approved rules
and regulations.

3. Due to limited availability, and demand for use by City programs and
community events the gymnasium/stage will not serve as a location for home
court games, practices and activities for any non-Parks, Recreation and
Cultural Arts Department, or non-City conducted sports groups, theatrical
groups etc.

4. Groups in Classifications | and 1l may reserve facilities for monthly or weekly
meetings, up to one (1) year. A new application for a Use Permit is required
on an annual basis and is to be submitted in November for annual review
and approval by City staff for use beginning the following calendar year. An
annual Permit does not constitute automatic approval for the following year.
Groups must be in good standing and meet all Center rules and guidelines
on a consistent basis. Exception: Advanced scheduling may be accepted at
the discretion of City staff, up to three (3) months prior to the event for library
facilities.

5. Should a resident group require facility space during the same time as a non-
resident group, the non-resident group’s Use Permit (excluding one-time
events in banquet hall and gym/auditorium) may be canceled with 30 days
written notice by the Center Management.

6. Other than as provided in paragraph 3 and 4, the use of the facility by any
organized group or association for operations or activities shall be subject to
availability and specific terms and conditions as designated by the City. Due
to limited space availability and various community needs, organized groups’
or associations’ operations or activities on a long-term basis (more than 6
months) shall be prohibited unless authorized by the Center Management.

J. Minors / Supervision of Children
Groups composed of minors, shall be supervised at all times by one adult (21
years of age or older) per each twenty-five (25) juveniles, while using City

facilities. The adult who will be responsible for the activity must make the
application for use of the facility. Minors are defined as those under the age of
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18, except in the case where alcohol is served, when minors are defined as
those under the age of 21.

A parent or designated adult must supervise children under the age of 12 at all
times, while visiting the City facilities unless they are under the direct
supervision of a class instructor or program leader.

Children are not allowed to run free around City facilities or in the Center
gymnasium/stage areas.

K. Alcohol Use and Consumption

An individual shall not transport or consume upon City properties, including the
parking lot, any intoxicating liquors with alcohol content except as designated
and defined in the terms of the permit. Alcoholic beverages will be allowed in
limited spaces by Use Permit only. There will be no alcohol outside these
designated areas. Alcohol will not be stored on site except at time of event.

The sale and consumption of alcoholic beverages, (any drink containing any %
of alcohol), shall be permitted under the following circumstances:

1. The distribution or consumption of alcoholic beverages shall be in
compliance with all applicable laws, including regulations of the State of
California Alcohol Beverage Control Department. Any groups using the
facilities will be solely responsible for obtaining all required permits or
licenses relating to the distribution and consumption of alcoholic beverages
on the premises.

2. Evidence of required permits, licenses and insurance must be provided to
City staff prior to the scheduled event date. When alcoholic beverages are
being served, the City will require alcohol insurance (See Section lll, ltem B)
and fees (See Attachment A, Section C).

3. Injuries caused to any person as the result of the consumption of alcoholic
beverages on City or Library premises, or as the result of alcohol being
available on City or Library premises, shall be the sole responsibility of the
event sponsor and its representatives.

4. No alcoholic beverages shall be served to any minor person under 21 years
of age. Failure of the event sponsor to comply, monitor, and enforce this law
is grounds for terminating the activity and forfeiting the refundable
cleaning/damage deposit and all room fees which have been paid.

5. Alcoholic beverages will be removed from the premises immediately
following the event or function.

6. Any function where alcoholic beverages are consumed will require a

cleaning/damage deposit. (See Cleaning/Damage Deposit Fee, Attachment
A, Section B)
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7. Any function where alcoholic beverages are consumed shall require City
contracted professional security services at group’s expense (See Section L)
to ensure alcohol consumption is confined to the designated areas and
consumed only by individuals 21 years or older.

L. Public Health

1. Food Permit - In accordance with the Health and Safety Code, Section
114381.1, an Organizer Permit is required of the person or organization
responsible for facilities that are shared by two or more Temporary Food
Facilities (TFF).

The California Health and Safety Code, Sec. 114387 requires a Temporary
Food Facility (TFF) Permit of any person or organization that is
providing food at a public event. All food vendors, including existing
restaurants, are required to apply for a Temporary Food Facility
Permit when participating in a temporary event. Additional information
may be obtained at http://www.co.san-
diego.ca.us/deh/doing business/forms.html. A copy of the TFF permit
application must be submitted to the City.

2. Alcohol Sale or Service - If the sale of alcohol or public service of
alcohol is included in a special event, authorization from the State of
California Department of Alcohol Beverage Control (ABC) is required
and a copy of the ABC License must be provided to the PRCAD prior to
the issuance of a permit.

City departments may place restrictions on the way in which alcohol is
managed at a proposed event. Additional information about Alcohol

Beverage Control licensing and permit requirements can be found at
https://www.abc.ca.gov/licensing/license-forms/

Encinitas Municipal Code 9.43 requires all alcohol servers to comply
with the Responsible Beverage Service and Sales training and carry a
R.B.S.S. card the day of the event.

3. Single-Use Plastic Bags - Encinitas Municipal Code 11.26.020 Prohibition
on the Distribution of Single-Use Plastic Carryout Bags states:

No person shall distribute a single-use plastic carryout bag at any City
facility, City- managed concession, City-sponsored event, or City-
permitted event except as otherwise else permitted under Encinitas
Municipal Code 11.26.

4. Styrofoam Food Containers - Encinitas Municipal Code 11.27 Prohibition
on the use of Polystyrene Disposable Food Service Ware. Food
providers are prohibited from providing prepared food in disposable food
service ware made of expanded polystyrene.

5. Single use plastic beverage container distribution is prohibited for special
events per Encinitas Municipal Code 11.29.

6. Plastic utensils are prohibited per Encinitas Municipal Code 11.27.050.
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7. Plastic straws are prohibited from distribution for special events per
Encinitas Municipal Code 11.27.060.

8. Any type of balloon inflated with any gas lighter than air is prohibited at any
City facility or City-sponsored event Encinitas Municipal Code 11.30.

9. Punch and Beverages

Punch, grape drinks or other red or purple beverages are prohibited
because of the difficulty of removing stains from carpets, tiles, and furniture
caused by these drinks (Exception: Red Wine).

10. Security Service Requirements

City contracted professional security services will be required at activities or
events where alcoholic beverages are served and for other events where
deemed necessary by City staff. The cost of such service shall be borne by the
event applicant and payment must be made when rental fees are due prior to
the event. A (4) four-hour minimum charge for fees is required for security
services. The number of security personnel to be on-site during rentals is to be
determined by the Community Center Manager or designee.

Any extra law enforcement personnel (Sheriff) needed as a result of this event
will be charged to Applicant and full cost recovery for these services will be
initiated. The need for additional staffing shall be at the sole discretion of the
Sheriff's Department based on calls for service.

Zero Tolerance Rule: Any use of drugs, weapons, or any fighting, or use of
profane language or gambling (except approved Bingo) are prohibited and will
not be tolerated. If such occurs, it will result in immediate shut down of activity
rental and will eliminate any opportunity for future use of facility by the
applicant/user group.

11.Damage Responsibility

The City is not responsible for damage or theft to any equipment or property of
caterers, bands, DJs, vendors, or other facility user groups. All facility user
groups are solely responsible for the care, safety, and security of their own,
leased, or contracted equipment and supplies.

12.Storage

Due to limited space, there shall be no overnight storage of equipment and
supplies for facility user groups.

13.Decorations and Signage
All decorations and signage are the responsibility of facility user groups. Staff

reserves the right to request the removal of any decorations that may be
considered a fire hazard, or which may be damaging to equipment or facility.
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Center Management has final approval of all interior and exterior decorations
and signage of facility users. The design and location shall be presented to
Center Management as part of the proposed facility reservation application.

Decorating Guidelines

a) All decorating is to be done by patron or hired service.

b) Decorations may consist of floral arrangements, freestanding arches, table-
top displays, or balloons with no helium.

c) Decorations or signs are not to be tacked, screwed, stapled, or nailed to any
non-tackable walls, windows, ceilings, or fixtures. Only blue painter’s tape is
allowed for posting or adhering items to non-tackable walls.

d) Birdseed, confetti, glitter, straw, hay, rice, sand, helium filled balloons, and
silly string are prohibited both inside and outside the buildings.

e) Clean up of decorations, must be done by Applicant following the event
during allotted rental time stated on permit. Any time that exceeds the
regularly scheduled contract time will be charged to the Applicant, including
staff overtime charges and hourly room rental fee.

f) Please note that use of open flame is prohibited. Battery operated candles
are permitted. (See Section D on pages 10 and 11)

g) At no time shall Fire Exits be covered or obstructed.

h) Balloons inflated with any gas lighter than air are prohibited. Balloons inflated
with air (allowed only indoors) must be secured when utilized in the banquet
hall and gymnasium/auditorium. The Applicant must remove balloons
immediately following the activity. Failure to remove balloons may result in
additional fees charged to the applicant.

14.Noise Control

All user groups are responsible for controlling noise that is disturbing to other
activities in the building or the surrounding neighborhood. The City’s Noise
Ordinance Chapter 30.40.10 must be followed at all times.

Staff has the right to require groups to reduce their sound/noise level of music or
P.A. systems. Doors are to remain closed when loud music is being played.
Groups that do not comply with this request will have the activity shut down and
may forfeit any future use of facility.

Bands and loud musical instruments such as drums, trumpets, etc. may only be
used in banquet hall or gymnasium/stage areas unless otherwise approved by
City staff.

15. City Right to Enter
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Designated City staff and officials shall have the right to enter all portions of the
facilities at all times.

16.Code of Conduct

The San Diego County Library’s “Customer Conduct” and City of Encinitas
“Code of Conduct” shall be adopted by reference applicable to the facility that is
being rented.

Parks, Recreation and Cultural Arts Department Code of Conduct:
6.11.220 Code of Conduct - The City of Encinitas encourages a safe and
healthy atmosphere by supporting an environment free from: drugs, intimidation
or harassment, gambling or solicitation, profanity or abusive language,
vandalism or property damage. This code of conduct applies to all event
organizers, participants, spectators, visitors, vendors, exhibitors, facility users,
organizations, or groups, staff and volunteers in any and all events held on City
of Encinitas property or permitted by the City of Encinitas. The event organizer
bears the sole responsibility of ensuring the code of conduct is upheld during the
event.

Behavior that violates this code of conduct, as determined by the City Manager
or designee, is a violation of the terms of the special event permit and permit
process and will result in cancellation of the special event and denial of future
special event permits. (Ord. 2020-01)

San Diego County Library Code of Conduct: See Attachment B
17.Conditions of Use Specific to the Library Information Literacy Lab

The Information Literacy Lab is for supervised, instructional use, rentals, and
meetings.

a) No food is permitted inside the Information Literacy Lab. Covered beverage
containers, to prevent spillage, may be allowed.

b) No technical support is available on-site.
c) .

d) Users should be aware that Internet sites may contain materials that may be
considered controversial, offensive, obscene, inaccurate, or illegal. The City
cannot monitor Internet use nor does the City control the content of materials
users find on the Internet.

e) The Applicant is responsible for leaving the room in good condition.

f) No smoking or vaping is permitted in all public places and any area within 20
feet of a public place, except private residential property. (City of Encinitas
Ordinance No. 2023-02 Chapter 11.09, California Government Code Section
7596-7598).

Policy CSC001 18



g) Animals are not permitted in the Encinitas Community Library unless they
are identified as service animals used in aiding an individual.

h) Advertising of Event/Facility Use -Applicant shall not promote their event with
the Library name, address, or location without a signed, approved Use
Permit. Requests for advertising materials used at the Library (flyers,
posters, banners, etc.) shall be submitted to the library or the City for
approval and posting and will be displayed when deemed appropriate by the
City or San Diego County Library as space permits. Any items posted or
distributed that has not been approved, will be removed, and discarded.

i) General Solicitation, Selling, Advertising at Library - No individual or group
shall set up or maintain any exhibit, show, screening event, act, concert,
lecture, or similar activity on Library property without written approval by the
City of Encinitas.

j) Multiple Use - The City of Encinitas reserves the right to limit the use of the
Information Literacy Lab and number of uses by any one group so that a
broad range of community members may have opportunity to make use of
the limited facilities availability.

k) All groups must be under the direction and supervision of their own
leadership. There must be at least one adult present and responsible for
each 10 minors at all times.

[) Damage Responsibility - The City and library are not responsible for damage
or theft to any equipment or property of facility user groups. All facility user
groups are solely responsible for the care, safety, and security of their own,
leased, or contracted equipment and supplies.

m) Storage - Due to limited space, there shall be no overnight storage of
equipment and supplies for facility user groups.

n) Noise Control - Noise levels should not interfere with ongoing library
activities or violate local ordinances. User groups are responsible for
controlling noise that could be disturbing to other activities in the Library.

o) City Right to Enter - Designated Library staff and City officials shall have the
right to enter all portions of the Community Meeting Room at all times.
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ENCINITAS LIBRARY, COMMUNITY AND SENIOR CENTER FACILITY USE

RESERVATION AND FEE POLICY

ATTACHMENT A

FACILITY FEE SCHEDULE

A. HOURLY ROOM RENTAL FEE SCHEDULE

Room Group || Group ll Group llI Group IV | Group V
**Gym/Auditorium N/C $75 $125 $140 $165
L oym/Audionum, e | ga0 $65 $70 $85
**Banquet Hall N/C $85 $175 $225 $275
L oanduet Hall, N/C | $45 $90 $115 | $140
**Kitchen N/C $25 $35 $50 $60
*Conference N/C $15 $35 $45 $55
*Activity/Meeting N/C | $25-$30 | $65-$70 | $75-$80 | $85-$90
AA(;’:"QW’ Meeting N/C | $15 $35 $40 $45
*Dance/Exercise N/C $25 $65 $75 $85
Community Center
Patio N/C $30 $50 $80 $90
**Library
Community Room N/C $50 $75 $105 $125
*Library Information
Literacy Lab N/C $15 $30 $45 $55

Note: Fees adopted by City Council on 06/28/23.
Room details located on the facility application.

Room Rental Deposit/Application Fee — A $20 non-refundable deposit is due with
The $20 deposit is applied to the room rental fee.
Additionally, 50% of the rental fees must be paid at the time of permit review.

the rental application.

All fees must be paid in full prior to using the facility. Specifically, at least ten
(10) calendar days prior to use for all conference, community room, meeting,
activity, dance, arts and craft rooms, and at least twenty (20) calendar days prior to
use for the banquet hall and gym/auditorium unless otherwise authorized by City

staff.

* One-hour minimum charge and payment is required for use of library information
literacy lab, conference, meeting, activity, dance/exercise, and arts/crafts rooms.

** Two-hour minimum charge is required for use of library community room,
banquet hall, kitchen, and gym/stage.
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B. CLEANING/DAMAGE DEPOSIT FEES

Cleaning/Damage deposit fees must be paid in full prior to using facility. Fees are
assessed as follows per issued permit:

Meeting/Conference/Dance/Library Rooms (No Food) $100
Meeting/Conference/Kitchen/Library Community Room (With Food) & ECC Patio $200
Banquet Hall or Gym $200
Alcohol Use $300

The cleaning/damage deposit fees are refundable upon satisfactory completion of
the cleaning approval checklist and after all other applicable fees are assessed
including change orders to the permit. Additional fees may apply in the event that
damages exceed the deposit amount.

C. ALCOHOL “LICENSE “FEE and Temporary Food Facilities (TFF)

Applicant is required to pay any ABC licensing fees directly to the Alcohol Beverage Control
(ABC) office. A caterer who is serving alcohol probably has paid this fee and received a
license. It is the responsibility of the Applicant to confirm compliance of this requirement
and provide proof of the ABC License to staff prior to use of the facility. Information on
alcohol beverage licensing requirements can be found on the ABC’s website at
www.abc.ca.gov, or by contacting the local Alcohol Beverage Control office at (760) 471-
4237.

In accordance with the Health and Safety Code, Section 114381.1, an Organizer
Permit is required of the person or organization responsible for facilities that are
shared by two or more Temporary Food Facilities (TFF).

The California Health and Safety Code, Sec. 114387 requires a Temporary Food
Facility (TFF) Permit of any person or organization that is providing food at a public
event. All food vendors, including existing restaurants, are required to apply for a
Temporary Food Facility Permit when patrticipating in a temporary event. Additional
information may be obtained at http://www.co.san-
diego.ca.us/deh/doing_business/forms.html. A copy of the TFF permit application
must be submitted to the City.

D. LIABILITY AND ALCOHOL “INSURANCE” FEE

All users are required to have liability insurance and alcohol insurance as applicable,
except for approved sedentary meetings/seminars/programs. Permittee may provide own
Certificate of Insurance with the City listed as an “Additional Insured” by endorsement, or
the facility users have the ability to purchase liability insurance and alcohol insurance via
the City per the Risk Manager’s Special Event Insurance Premium Policy. FEES MUST BE
PAID PRIOR TO USE. Fees vary depending on type of activity and number of participants.
The fee structure is on file in the Risk Manager’s Office and Center Manager’s Office and is
determined on a case by case basis.
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E. EINANCE FEE

There will be a fee charged for returned checks or any insufficient funds payment. These
fees are established by the City’s Finance Department.

F. STAFF FEE

When Facility Attendants are required or requested to supervise activities above and
beyond normal hours of operation (upon staff availability and approval by the Center
Manager) the applicant will be charged a cost recovery rate per staff/person utilized for
supervision. Note: A minimum of one (1) staff person is required for the duration of an
event for library rentals. Staffing fees are based off the current pay scale for temporary
staffing.

G. LATE FEE

When a group is late in leaving the facility above and beyond its listed permit ending time, a
late fee will be charged based on the hourly rate per room and the hourly rate for staff.
Permittee will be mailed or emailed an invoice for late fees, which will be deducted from the
damage deposit. Payment is required prior to any future use. Failure to pay this fee or
repetitive late usage may result in discontinuation of future facility use.

H. CANCELLATION FEE

When a Permittee cancels a Facility Use Permit (as outlined in Section lll, Item C), prior to
using the facility, the City will retain the non-refundable deposit of $20.

. NO SHOW FEE

When a user does not show up for use of the facility without prior notice of cancellation (per
Section Ill, Item C) the user will forfeit all rental fees. No refunds will be issued.

J. ADDITIONAL FEES

The Parks, Recreation and Cultural Arts Director or designee as deemed necessary may
set other operational fees. These fees can include but are not limited to:

1. Cost recovery for room set-up fees (when applicant’s event requires set-up for tables,
chairs, and dance floor etc.)

2. Equipment rental fees. The Parks, Recreation and Cultural Arts Department will keep
on file a list of equipment available to rent in the facility per use per day. Center and
Library equipment will not be rented or loaned for off-site use.

3. Carpet cleaning fees. As determined by the Center Management, a non-refundable
cleaning fee for carpet may be charged per event utilizing the Banquet Hall or carpeted
rooms when food and/or drink is served.

FEE PAYMENT

ALL FEES MUST BE PAID IN FULL PRIOR TO USING THE FACILITY. At the
authorization of Center Management, a payment plan may be established for specified
multi-date Contract/Permits.

ALL FEES SHALL BE PAID BY CASH, CHECK, CREDIT CARD (VISA OR MASTER
CARD), or MONEY ORDER.
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ENCINITAS LIBRARY, COMMUNITY AND SENIOR CENTER FACILITY USE
RESERVATION AND FEE POLICY

ATTACHMENT B

County Library Policy
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®.  San Diego County Library
Policy and Procedure Manual

0.45
CUSTOMER CONDUCT

BACKGROUND

County Library branches are open to everyone who wishes to use the library for
library purposes. All people are encouraged and welcome to use the library,
regardless of their sex, race, color, religion, ancestry, national origin, disability,
medical condition, genetic information, marital status, sexual orientation, income
level, housing status, citizenship, primary language, or immigration status.

The County Library provides a basic public good by offering resources for self-
directed education, cultural enrichment, and as a gathering space for social and
civic engagement. We are a core component of our community’s educational
ecosystem by supporting student learning objectives. We also have a central role
in bridging the digital divide by providing access to the internet, technology, and
training.

If, however, a customer engages in disruptive behavior that interferes with the
ability to conduct library business, that customer may be asked to leave the
library until such behavior can be corrected.

California Penal Code, Section 602.1(b) states, “Any person who intentionally
interferes with any lawful business carried on by the employees of a public agency
open to the public, by obstructing or intimidating those attempting to carry on
business, or those persons there to transact business with the public agency, and
who refuses to leave the premises of the public agency after being requested to
leave by the office manager or a supervisor of the public agency, or by a peace
officer acting at the request of the office manager or supervisor of the public
agency, is guilty of a misdemeanor, punishable by imprisonment in a county jail
for up to 90 days, or by a fine of up to four hundred dollars (5400), or by both that
imprisonment and fine.”
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0.10.1 PURPOSE

To define disruptive customer behavior that interferes with the use of the library
as well as provide guidelines for staff when addressing customer behavioral
concerns.

0.10.2 POLICY

Everyone has the right to use the library provided their behavior does not
unreasonably interfere with the rights and safety of others. At all times, library
users are expected to conduct themselves in a lawful, orderly, and considerate
manner on all library premises.

The San Diego County Library will disseminate and enforce customer behavior
guidelines (“Rules of Conduct”) to ensure that members of the public conduct
themselves at all times in a manner that does not interfere with the use of the
library by others for library purposes and that is in keeping with the nature of the
County Library’s programs and services.

The County Library staff may enforce the Library’s Rules of Conduct by asking the
customer to stop the prohibited behavior or asking the customer to leave the
premises until the violation of the Rules of Conduct is corrected up to and
including suspending library privileges. In addition, County Library staff may
contact law enforcement, and customers who do not leave may be charged with a
misdemeanor per California Penal Code, Section 602.1(b).

A customer may request that Library Administration review their suspension if the
customer disagrees with the determination, in accordance with the appeal
process identified in this policy.

0.10.3 GUIDELINES

The library provides a welcoming environment for all people to use the library for
library purposes. Staff shall treat customers courteously and professionally. If a
customer interferes with others’ use of the library, staff may intervene to stop the
prohibited behavior. Library staff will enforce the Rules of Conduct in a fair and
reasonable manner.
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VIOLATIONS

Those who violate any of the Rules of Conduct will be asked to immediately stop
such actions, may be asked to leave the premises and/or may have their privileges
to use the library suspended.

Depending on the nature and severity of the violation, these remedies may be
cumulatively applied as library staff reasonably determines to be necessary. The
goal is to correct the violation and prevent further interference with library use.
Anyone refusing to leave after being directed to do so by library staff and security
is guilty of a misdemeanor [California Penal Code § 602.1 (b)]. Police will be called
in cases of criminal or legal violations.

APPEAL PROCESS

Persons who are suspended from library service and excluded from library
property and believe the suspension has been imposed in error or unfairly are
entitled to appeal.

Any appeal of suspension or revocation of privileges must be made in writing
within 10 business days of the effective suspension. The appeal should be
addressed to the Director or designee and clearly state all reasons why the
customer believes the suspension was in error or unfair. Suspensions and/or
revocation will remain in effect during the appeal process. The Director shall
render a written decision within 10 business days of the date of receipt of the
written appeal, a copy of which decision shall be provided to the person who filed
the appeal, at the address provided in the appeal.

The County Library shall not be responsible for failure to receive notice at any
address not provided in the appeal. The decision of the Director shall be final and
is not subject to further appeal.

LAW ENFORCEMENT

For the safety of staff and customers, key branch personnel should acquaint
themselves with local security or law enforcement officials so that they may feel
more comfortable calling them in an emergency.
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SAFETY

Under no circumstances are staff to place themselves or others in danger. If they
suspect that a customer is potentially violent or if a customer threatens staff or
other customers, staff shall call 911 immediately and ask for police assistance.

INCIDENT REPORTING
Security incidents shall be documented in accordance with County Library
protocol.

0.10.4 RULES OF CONDUCT

Library does not allow:

lllegal activity.

Noncompliance with public health orders or measures implemented by the
library to ensure compliance with public health orders.

Harassment, threats and/or intimidation including abusive language,
encouraging violence, or other noise or conduct intended to and
reasonably likely to disturb others.

Unlawfully possessed weapons of any kind.

Theft and damage to property.

Smoking, vaping, or alcohol on library property or within 20’ of an exit.
Soliciting for commercial purposes and panhandling.

Bathing, grooming, washing clothes, or use of restroom not for its intended
purpose.

Unattended children ages 8 and under; children must be accompanied by a
responsible party age 12 or older.

Odors or hygiene that constitute a nuisance to other persons.

Entering the library without appropriate clothing, including shoes and
shirts.

Sleeping or excessive use of personal space that interferes with access to
those spaces by other customers.

Bringing any containers, packages, briefcases, parcels, or bundles into the
library which singly or collectively exceed 24”x 18”x 6”.

Bringing shopping carts or wheeled conveyances into the building, with the
exception of wheelchairs and baby strollers/carriages used for the actual
transport of a person or child or wheeled backpacks and book carriers not
exceeding 24”x15”x12” (excluding handles).
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Bringing sleeping bags, bedrolls, or blankets into the building (blankets for
small children are acceptable).

Leaving personal belongings unattended or placing them in a manner that
interferes with safe access in, out, and around the library by others.
Playing audio equipment so others can hear it unless the device is in
accordance with the Americans with Disabilities Act; talking or singing
loudly inside the library unless as a participant at a library-sponsored event;
or other similar noises disruptive to the use of the library by other
customers.

Animals other than service animals.

Food or uncovered beverages, unless provided as part of a library event.
Any disruptive behavior which library staff reasonably determines
interferes with the intended use of the library by other customers or with
staff’s performance of their duties.

All applicable federal, state, and local laws will be enforced.

(Rev. 1/2023)
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CITY OF ENCINITAS
PARKS AND RECREATION DEPARTMENT

POLICY AND PROCEDURES APPROVAL

Policy Title: Encinitas indoor Facility Use Policy Number: CSC 001
Reservation and Fee Policy

Approved By: City Council

Originator: Parks, Recreation and Cultural Arts
Recreation Services Division

The attached policy is approved for implementation. Any amendment necessary to this
policy must be re-submitted for review prior to policy modifications.

Pamela Antil, City Manager Revised Approval Date
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