
 

 
 

AGENDA 
 
 6:30 pm – 9:30 pm 
April 21, 2015 Council Chambers 
 
Call to Order 
 
Roll Call 
 
Pledge of Allegiance 
 
Approval of Agenda 
 
Student Liaison Reports 
 
Presentations/Proclamations 
 
 Parks and Recreation Department Report 

 
 Community Center Update 

 
Public Comment 
Note: This is an opportunity for the public to address the Council. Three-minutes limit per person or five-
minutes if representing the official position of a recognized community organization. If you would like to show 
a video or PowerPoint, it must be submitted or emailed by 5 pm, the end of the business day, to the City Clerk, 
Melonie Anderson at manderson@sammamish.us  
 
Consent Agenda 

1. Approval: Claims for period ending April 21, 2015 in the amount of $2,751,749.72 for 
Check No. 40111 through 40204 

2. Approval: Community Services Coordinator position 
3. Contract: Fourth on the Plateau Fireworks/Wolverine West 
4. Contract: Special Event Sound/Live Sound 
5. Contract:  Beauty Bark Installation 228th Avenue SE/NE: Pacific TopSoils 
6. Contract: Graphic Design Services/Uproar 
7. Approval: March 16, 2015 Committee of the Whole meeting notes 
8. Approval: April 7, 2015 Regular Meeting minutes 

 

City Council, Regular Meeting 

City Council meetings are wheelchair accessible. American Sign Language (ASL) interpretation  
is available upon request. Please phone (425) 295-0500 at least 48 hours in advance.  

Assisted Listening Devices are also available upon request. 
 

mailto:manderson@sammamish.us


Public Hearings - None 
 
Unfinished Business - None 
 
New Business 
 

9. Resolution: A Resolution Of The City Of Sammamish, Washington, Adopting An 
Amended Policy For Co-Sponsorship For City Facility Use. 
 

10. Resolution: Of The City Of Sammamish, Washington, Adopting An Amended 
Policy For Non-Profit Use Of City Facilities. 

 
11. Resolution: Of The City Of Sammamish, Washington, Adopting An Amended 

Policy For Facility Rentals At The Sammamish City Hall. 
 

12. Resolution: Of The City Of Sammamish, Washington, Adopting An Amended 
Policy For Facility Rentals At The Beaver Lake Lodge And Pavilion. 

 
13. Resolution: Of The City Of Sammamish, Washington, Adopting An Amended 

Policy For Athletic Field Rentals. 
 

14. Resolution: Of The City Of Sammamish, Washington, Adopting An Amended 
Policy For Picnic Shelter Rentals. 
 

Council Reports 
 
City Manager Report 
 
 City Manager’s Position Transition 

 
Executive Session – If needed 
 
Adjournment 
 

City Council meetings are wheelchair accessible. American Sign Language (ASL) interpretation  
is available upon request. Please phone (425) 295-0500 at least 48 hours in advance.  

Assisted Listening Devices are also available upon request. 
 



Last printed 4/16/15 
AGENDA CALENDAR 
 

May 2015    

Tues 5/5 6:30 pm Regular Meeting 

Presentation: WRIA 8 Salmon Recovery 
Ordinance: First Reading 2015 Carry Forwards 
Impact Fee Report 
Year End Report 
Astound Broadband Telecommunications Franchise Agreement 
Interlocal: Permit Processing/King County 

Tues 5/12 6:30 pm Study Session 2015 Comp Plan Update (Transportation, Environment) 
 

Mon 5/18 6:30 pm COW Meeting 2015 Comp Plan Update (If needed) 
To remain in reserve 

Tues 5/19 6:30 pm  Regular Meeting 
Presentation: Boys and Girls Club Operations Report  
Ordinance: Second Reading 2015 Carry Forwards 
Astound Broadband Telecommunications Franchise Agreement 

June 2015    
Tues 6/2 6:30 pm Regular Meeting Public Hearing/first reading: 2015 Comp Plan Update  
Tues 6/9 6:30 pm Study Session 2015 Comp Plan (if needed) 
Mon 6/15 6:30 pm COW Meeting Discussion: Iniaitive and Referedum 

Tues 6/16 6:30 pm  Regular Meeting Ordinance: Second Reading 2015 Comp Plan Update 
 

July 2015    

Tues 7/7 6:30 pm Regular Meeting 
Presentation: Volunteer Recognition 
Bid Award: Big Rock Park Phase I/TBD 
Bid Award: Lower Commons ADA Trail/TBD 

Tues 7/14 6:30 pm Study Session  
 

Mon 7/20 6:30 pm COW Meeting  

Tues 7/21 6:30 pm  Regular Meeting  
 

August 2015   NO MEETINGS 
    
Sept 2015    

Tues 9/1 6:30 pm Regular Meeting  
 

Tues 9/8 6:30 pm Study Session 
YMCA Property Development Discussion 
 
 

Tues 9/15 6:30 pm  Regular Meeting  
 

Mon 9/21 6:30 pm COW Meeting  
Oct 2015    
Tues 10/6 6:30 pm Regular Meeting Presentation: LWSD STEM School/Big Rock Park Project 
Tues 10/13 6:30 pm Study Session  
Mon 10/19 6:30 pm COW Meeting  
Tues 10/20 6:30 pm Regular Meeting  
Nov 2015    
Tues 11/3 6:30 pm Regular Meeting  
Tues 11/10 6:30 pm Study Session  
Mon 11/16 6:30 pm COW Meeting  
Tues 11/17 6:30 pm Regular Meeting  
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Dec 2015    
Tues 12/1 6:30 pm Regular Meeting  
Tues 12/8 6:30 pm Study Session  
Tues 12/15 6:30 pm Regular Meeting  
Mon 12/21 6:30 pm COW Meeting  
    
    
    
    
    
    
    
    
    
    
    
    
To Be Scheduled To Be Scheduled Parked Items 
Ordinance: Second Reading Puget 
Sound Energy Franchise 
 

Economic Development Plan Mountains to Sound Greenway 
Sustainability/Climate Change 
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[ Add Event ]

If you are looking for facility rentals, please click here.

<< March April 2015 May >>

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1
8:30 a.m.
Volunteer Trail 
Work Party
6:30 p.m.
Parks and 
Recreation 
Commission 
Meeting

2
6:30 p.m.
Planning 
Commission 
Meeting

3
8:30 a.m.
Volunteer Trail 
Work Party

4
8:30 a.m.
Volunteer Trail 
Work Party

5
8:30 a.m.
Volunteer Trail 
Work Party

6

7
8:30 a.m.
Volunteer Trail 
Work Party
5 p.m.
City Council 
Office Hour
6:30 p.m.
City Council 
Meeting

8
8:30 a.m.
Volunteer Trail 
Work Party
7 p.m.
Beaver Lake 
Management 
District Meeting

9
8:30 p.m.
Volunteer Trail 
Work Party

10
8:30 a.m.
Volunteer Trail 
Work Party
8:30 a.m.
Art Exhibit - 
"Moments-Art in 
Response to Time 
and Place" by 
Amanda Devine

11
8:30 a.m.
Volunteer Trail 
Work Party

12
8:30 a.m.
Volunteer Trail 
Work Party

13

14
8:30 a.m.
Volunteer Trail 
Work Party
6:30 p.m.
City Council 
Study Session

15
8:30 a.m.
Volunteer Trail 
Work Party
6 p.m.
First Public 
Meeting - 
Inglewood Hill 
Stormwater 
Trunkline and 
Non-motorized 
Improvement 
Project
6 p.m.
Sammamish 
Youth Board 
Meeting

16
7:30 a.m.
Bill Proby Art 
Exhibit
8:30 a.m.
Volunteer Trail 
Work Party
3:15 p.m.
Transportation 
Committee 
Meeting
6:30 p.m.
Planning 
Commission 
Meeting

17
8:30 a.m.
Volunteer Trail 
Work Party

18
9 a.m.
Volunteer at 
Ebright Creek 
Park

19
8:30 a.m.
Volunteer Trail 
Work Party

20
6 p.m.
Committee of the 
Whole

21
8:30 a.m.
Volunteer Trail 
Work Party
6:30 p.m.
City Council 
Meeting

22
8:30 a.m.
Volunteer Trail 
Work Party

23
8:30 a.m.
Volunteer Trail 
Work Party
6 p.m.
Exhibiting Artist 
Reception

24
8:30 a.m.
Volunteer Trail 
Work Party

25
8:30 a.m.
Volunteer Trail 
Work Party
8:45 a.m.
Fun Run 4 Maddie
10 a.m.
Volunteer at 
Lower Commons 
Park

26
8:30 a.m.
Volunteer Trail 
Work Party

27
6:30 p.m.
Arts Commission 
Meeting

28
2 p.m.
Finance 
Committee 
Meeting

29 30
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[ Add Event ]

If you are looking for facility rentals, please click here.

<< April May 2015 June >>

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

1

2
10 a.m.
Sammamish 
Walks - Haiku in 
the Woods

3
7:30 a.m.
Sammamish-
Redmond Boys & 
Girls Club 10K/5K 
Fun Run

4

5
5 p.m.
City Council 
Office Hour
6:30 p.m.
City Council 
Meeting

6
6:30 p.m.
Parks and 
Recreation 
Commission 
Meeting

7
10 a.m.
"Block Printing" 
Senior Art 
Workshop
6:30 p.m.
Planning 
Commission 
Meeting

8

9
1 p.m.
"Au-some Artists" 
Special Arts 
Sammamish

10 11
12
6:30 p.m.
City Council 
Study Session

13 14
15
7 p.m.
"Opera Ole"

16
10 a.m.
Sammamish 
Walks - Pine Lake 
Park History
12 p.m.
Rig-A-Palooza

17
5 p.m.
"Call to Artists"

18
6:30 p.m.
Committee of the 
Whole
6:30 p.m.
Arts Commission 
Meeting

19
6:30 p.m.
City Council 
Meeting

20
4 p.m.
Sammamish 
Chamber of 
Commerce 
Farmer's Market
6 p.m.
Sammamish 
Youth Board 
Meeting

21
10 a.m.
"Pushing the 
Puddle" 
watercolor 
workshop
6:30 p.m.
Planning 
Commission 
Meeting

22 23

24
25
Memorial Day
City offices closed

26
27
4 p.m.
Farmer's Market

28 29
30
6:30 a.m.
Flying Wheels 
Bike Ride

31
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Meeting Date: April 21, 2015 Date Submitted: April 15, 2015 

Originating Department: City Manager 

Clearances: 
☐ Attorney ☐ Community Development  Parks & Recreation 

 Admin Services ☐ Eastside Fire and Rescue ☐ Police 

 City Manager  Finance & IT ☐ Public Works 

Subject:   Authorization to recruit for the Community Services Coordinator Position 

Action Required:    Motion to Approve Filling the Position 

Exhibits: 1. Presentation of April 14, 2015 Outlining the Essential Job Duties

Budget:   .5 FTE budgeted at $48,986 (Salary & Benefits) for 2015 at Grade I 

Summary Statement: 
The Community Service Coordinator position was proposed and funded as part of the 2015/2016 Biennial 
Budget.  Staff was directed not to recruit for this position until the job description was better defined.  At 
the April 14th Study Session Council further discussed this position’s duties as outlined and directed staff 
to bring a motion forward to proceed with recruiting. 

Background: 
Councilmember Keller, with the support of several Councilmembers, proposed this position as part of 
the 2015/2016 Biennial Budget.  The position was approved and funded at .5 FTE with the caveat that 
the position would not be filled until the job duties and responsibilities were better defined.  At the 
January 2015 City Council Retreat, the position was discussed further with direction given to use the 
Issaquah’s “Social Services Needs Analysis” to assist in further defining the position’s duties.  Staff 
determined that the Issaquah’s study was borrowed from Bellevue.  Staff presented this information 
along with a Summary of Essential Job Duties and Responsibilities for discussion by the Council.  Council 
discussed the position and outlined duties resulting in a desire to proceed with recruiting for this 
position.  The position’s duties and FTE will be evaluated as needed. 

Financial Impact: 
The position is funded as part of the 2015/2016 Biennial Budget at a .5 FTE.  2015 Salary and Benefits is 
budgeted at $48,986 in the General Fund line item 001-018-518-10-11-00 and 001-018-518-10-21-00. 

Recommended Motion:  
Motion to Authorize the City Manager to proceed with recruiting for the Community Services Coordinator 
position. 

City Council Agenda Bill 
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Community Services 
Coordinator

Elements of Job Duties Discussion

April 14, 2015

Exhibit 1



History

 Fall 2014:  Proposal from Councilmember as part of the 
budget process

 Fall 2014:  .5 FTE Budgeted with further discussion planned re 
duties

 Jan 2015:  Discussion at the City Council Retreat with plan to 
use Issaquah’s needs analysis

 Mar 2015:  Determined Issaquah’s needs analysis was 
borrowed from Bellevue

 Apr 2015:  Today for further discussion and direction

Exhibit 1



Summary of Essential Duties and 
Responsibilities

 Develops and maintains relationships with public and private 
agencies, organizations, associations, schools and other 
community and civic groups to promote information-sharing, 
coordination of community programs/events, and to promote 
City programs.

 Advises service providers and City leadership with needs and 
capacity analysis.

 Develops and Maintains a Directory of Resources.
 Provides a variety of general information to the public 

regarding City special programs, community events, 
volunteerism, referrals and recommendations.

Exhibit 1



Continued…..
 Strengthens community relations and positive City image 

through outreach programs and events, which encourage 
citizen involvement and participation.

 Participates in the development of community 
partnerships and sponsorships to promote and support City 
programs. 

 Supports both formal and informal service provider 
networks.

 Monitors community feedback on all programs, services 
and events and ensures timely response and correction. 

 Establishes program goals and benchmarks with analysis of 
results.

Exhibit 1



Council Discussion and Direction
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Meeting Date: April 21, 2015 Date Submitted: April 13, 2015 
 

Originating Department: Parks and Recreation 
 
Clearances: 
☐ Attorney ☐ Community Development  Parks & Recreation 

☐ Admin Services ☐ Eastside Fire and Rescue ☐ Police 

☐ City Manager ☐ Finance & IT ☐ Public Works 

 
Subject:    Contract with Wolverine West Fireworks for a fireworks display at the Fourth on the 

Plateau event. 
 

Action Required:    Authorize the City Manager to execute a contract with Wolverine West Fireworks for 
a fireworks display at the Fourth on the Plateau. 

 
Exhibits:    1.  Contract 

 
Budget:    2015: $25,000 for fireworks display 

(Recreation Division: Professional Services) 
 

 

Summary Statement: 
This authorization is for a fireworks display at the Fourth on the Plateau event. We solicited proposals in 
March 2010 and received responses from two fireworks companies. Wolverine West Fireworks was selected 
based on cost, experience with similar events, quality of their previous shows, professional references from 
other municipalities and the number of fireworks effects their proposal included. Wolverine has produced 
excellent shows since 2010 and we would like to continue working with them.  
 
Due to ongoing construction of the new Sammamish Community and Aquatic Center, the previous fireworks 
launch site (the Kellman House driveway) is no longer available. The new fireworks launch site is 
approximately midpoint of the trail that connects the Upper Commons to the Lower Commons. The trail is 
currently closed for construction. This launch site was approved by Eastside Fire and Rescue and our 
contractor, Wolverine West. This launch site has a larger “drop zone,” which will allow us to use larger shells 
in this year’s show.  
 
Background: 
The Fourth on the Plateau event began in 2007 and has been a popular annual event drawing over 10,000 
people each year to the Sammamish Commons. The fireworks display is a vital component of this event. 
Microsoft has historically been the event’s Presenting Sponsor and has again agreed to a $15,000 
sponsorship to help offset the cost of the fireworks.  
 
Financial Impact: 
The total cost for the fireworks display is $25,000.00 (including W.S.S.T.), consistent with previous year’s cost. 
 

City Council Agenda Bill 
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Recommended Motion:  
Authorize the City Manager to execute a contract with Wolverine West Fireworks for a total of $25,000.00 for 
a fireworks display at the Fourth on the Plateau event. 
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Meeting Date: April 21, 2015 Date Submitted: April 15, 2015 
 
Originating Department: Parks and Recreation 
 
Clearances: 
☐ Attorney ☐ Community Development  Parks & Recreation 

☐ Admin Services ☐ Eastside Fire and Rescue ☐ Police 

☐ City Manager ☐ Finance & IT ☐ Public Works 
 
Subject:    Contract with Live Sound and Stage for sound and production services at the 

summer special event performances. 
 

 
Action Required:    Authorize the City Manager to execute a contract with Live Sound and Stage for 

sound and production services at the summer special event performances. 
 
Exhibits:    1.  Contract and Scope of Work  

 
 
Budget:            $31,000 for Sound and Production Services  

          (Recreation Division) 
 

  
 

 
Summary Statement: 
This authorization is for sound and production services at the summer special event performances.  
Events include Teen Fest Skate Competition, Fourth on the Plateau, Concerts in the Park and 
Sammamish Days.   
 
A Request for Proposals was issued to 5 eligible sound and production vendors in April 2015.  Live Sound 
and Stage was the sole company to respond to the RFP. Live Sound and Stage was selected based on 
experience with similar projects, quality of previous work, professional references, and their overall 
quote for sound and production services. Live Sounds and Stage also provided sound and production 
services for the City of Sammamish in 2012 and 2013. This contract will be for a one (1) year period with 
the option to renew up to three (3) years.   
 
 
Background: 
The Parks and Recreation Department hosts a number of summer events that require professional 
sound, lighting and production services.  These include the following: 
 

City Council Agenda Bill 
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• Teen Fest Skate Competition - The Parks and Recreation Department hosts an end-of-the-school 
year skate competition at the Sammamish Commons skate park on June 5, 2015. A sound 
system is needed for announcements and playing music throughout the event. 
 

• Fourth on the Plateau - The City’s annual 4th of July event and fireworks display includes live 
music, children’s activities and food vendors beginning at 6:00 pm. A large fireworks show 
happens at 10:00 pm. Sound and production services are needed at the main stage to support 
two bands that play during the event. 
 

• Concerts in the Park - The Parks and Recreation Department offers a free concert series (total of 
8 performances) at Pine Lake Park Thursday evening in July and August. The concerts include a 
live musical performance, along with food vendors and sponsor give-a-ways. Sound and 
production services are needed to support a variety of bands. 
 

• Sammamish Days – On August 22, 2015, the Department is hosting Sammamish Days, an event 
celebrating culture and community. This event features live music, dance, cultural 
performances, food vendors and children’s activities.  

Financial Impact: 

The 2015 Recreation Division budget includes $31,000 for special event sound and lighting services. The 
requested authorization amount is $15,950.00 + W.S.S.T.  
 

Recommended Motion:  

Authorize the City Manager to execute a contract with Live Sound and Stage for $15,950.00 + W.S.S.T. 
for sound and production services at the summer special events.   
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Meeting Date: April 21, 2015 Date Submitted: April 15, 2015 
 

Originating Department: Public Works 
 
Clearances: 
☐ Attorney ☐ Community Development ☐ Parks & Recreation 

☐ Admin Services ☐ Eastside Fire and Rescue ☐ Police 

 City Manager ☐ Finance & IT  Public Works 

 
Subject:  Installation of beauty bark on 228th Ave and on Issaquah-Pine Lake Rd SE   

 
Action Required:   Authorize the City Manager to sign a contract with Pacific Topsoils, Inc. to install 

beauty bark on 228th Ave and on Issaquah-Pine Lake RD SE. 
 

 

 
Exhibits:  Contract  

 
Budget:  The approved 2015 Street Professional Services/ROW Landscape budget is $165,000. This bark 
project will be funded from that line item in an amount not to exceed $22,764.00 including WSST. 

 

 

 
Summary Statement:  
Install 2" of medium beauty bark on all center islands, roundabouts, sidewalk planter beds and tree 
wells on:  

• 228th Ave. from NE 4th Street to Issaquah-Pine Lake Rd SE; and   
• Issaquah-Pine Lake Rd SE from 228th Ave SE to 234th Ave. SE.  

 
A request for proposals (RFP) was issued in March 2015. A total of six (6) firms responded to the RFP. 
Pacific Topsoils, Inc. was identified as the lowest responsible bidder.  
 
Background:  
Beauty bark has traditionally been installed every two or three years, not only for the aesthetics, but to 
help reduce the use of herbicides and labor to control the growth of weeds. The last time bark was 
installed on 228th was in 2012.  This project was planned for during the 2015 budget development. 
 
Financial Impact:  
The approved 2015 Streets budget included $25,000 set aside for the installation of beauty bark on 228th 
Ave.  The total cost of beauty bark installation is $22,764.00 including WSST. 
 
Recommended Motion:  
Authorize the City Manager to sign a contract with Pacific Topsoils, Inc. to install beauty bark on 228th 
and on Issaquah-Pine Lake Rd. for a total cost not to exceed $22,764.00 including sale tax. 
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Meeting Date: April 21, 2015 Date Submitted: April 14, 2015 
 

Originating Department: Parks and Recreation 
 
Clearances: 
 Attorney ☐ Community Development  Parks & Recreation 

☐ Admin Services ☐ Eastside Fire and Rescue ☐ Police 

 City Manager ☐ Finance & IT ☐ Public Works 

 
Subject:    Contract for graphic design services for the Parks & Recreation Program Guide 

 
Action Required:    Authorize the City Manager to execute a contract with UpRoar for graphic design 

services for production of the Sammamish Parks and Recreation Program Guide. 
 

Exhibits:    1.  Contract 
 

Budget:    2015 Budget: $16,500 in Recreation Programs for graphic design services. 
 

 
Summary Statement: 
This contract for graphic design services will include the creation, design and format of the City’s 
recreation guide. This informative guide is mailed directly to residents three times a year and includes 
relevant park information, information on recreation programming and special event dates.  

 
A Request for Proposals (RFP) was issued in November 2011 for graphic design services. A total of 11 
companies responded to the RFP. UpRoar Advertising, Design and Public Relations (UpRoar) was 
selected for the project based on experience with similar projects, quality of previous work and their 
overall quote for graphic design services. The original Request for Proposals allowed for up to three 
contract renewals. This is the third and final renewal under the original authorization. This contract is for 
graphic design services for 2015. 
 
Under this contract, UpRoar will provide graphic design services to produce three recreation guides a 
year (issued in May, August and December of 2015) for an amount not to exceed $15,300.00 plus 
W.S.S.T. 
 
There is no increase in design costs from the previous year. 
 
Background: 
The Parks and Recreation Department began publishing the Parks and Recreation Guide over ten years 
ago. The guide was initially published twice per year. In response to citizen feedback, the Department 
switched to three publications per year in 2008 to provide more timely information to the community. 
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The Parks & Recreation Guide is mailed to residents three times per year (included as an insert in the 
City’s newsletter to reduce postage costs.) The guide includes information on facility rentals, special 
events, park projects, public meetings, Arts Commission programs, recreation programs and other 
community programs (Nightmare at Beaver Lake Park, Sammamish Symphony etc.) The guide also 
includes event sponsor recognition, a list of recreation providers in Sammamish and news articles on 
parks and recreation happenings. 
 
In previous fiscal years, our contract with our graphic design firm included additional marketing pieces – 
postcards, posters, and summer pocket schedules.  As a cost savings measure, these smaller (and less 
technical) graphic design projects, were brought in-house for design.  We are planning to continue 
producing these smaller marketing pieces in-house. 
 
Financial Impact: 
The 2015 budget for graphic design services for the recreation program guide is $16,500.  The total 
contract amount is $15,300 + W.S.S.T. 
 
Recommended Motion:  
Authorize the City Manager to execute a contract with UpRoar for an amount not to exceed $15,300 + 
W.S.S.T. for production of the Sammamish Parks and Recreation Program Guide. 
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STUDY SESSION NOTES 

Committee of the Whole 
March 16, 2015 

 
Mayor opened the study session of the Sammamish City Council at 6:30 p.m. 
 
Public Comment 
This is an opportunity for the public to address the Council. Three-minutes limit per person or 5 minutes if 
representing the official position of a recognized community organization. 
 
 
 
Topics 

• Discussion: Solid Waste  
 

• Update: Eastside Fire & Rescue 
 

• Discussion: Eastside Fire & Rescue Non-Profit Formation 
 

• Discussion: Regional Fire Authority 
 

 
 
Adjournment         9:10 pm 
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COUNCIL MINUTES 
Regular Meeting 

April 7, 2015 
 
Mayor Tom Vance called the regular meeting of the Sammamish City Council to order at 6:30 pm. 
 
Councilmembers present:  
Mayor Tom Vance 
Deputy Mayor Kathy Huckabay 
Councilmember Don Gerend 
Councilmember Bob Keller 
Councilmember Tom Odell 
Councilmember Nancy Whitten 
 
Councilmembers absent: 
Councilmember Ramiro Valderrama 
 
MOTION: Councilmember Gerend moved to excuse Councilmember Valderrama. Councilmember Keller 
seconded. Motion carried unanimously 6-0. 
 
Staff present:   
Ben Yazici, City Manager  
Laura Philpot, Assistant City Manager/Public Works Director 
Cheryl Paston, Deputy Public Works Director 
Jeff Thomas, Community Development Director 
Joe Guinasso, Finance and Technical Services Director 
Beth Goldberg, Director of Administrative Services 
Mike Kenyon, City Attorney  
Melonie Anderson, City Clerk  
 
Roll Call/Pledge of Allegiance 
 
Roll was called. Councilmember Whitten led the pledge. 
 
Approval of Agenda and the Consent Agenda 
 
Councilmember Odell requested Item #2 – Resolution declaring support for Eastside Fire & Rescue Non-Profit 
status be removed and placed before the Public Hearing. 
 
MOTION: Councilmember Gerend moved to approve the agenda including the Consent Agenda as amended.  
Councilmember Odell seconded. Motion carried unanimously 6-0. 
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Presentations/Proclamations 
 

 Public Works Update – Assistant City Manager/Public Works Director Laura Philpot gave the report 
and showed a PowerPoint presentation (available on the city’s website at www.sammamish.us.). 
 
Councilmember Gerend suggested including Klahanie in the pavement assessment contract if they 
vote to annex to the City. Mr. Yazici reported that there will be further discussions in May regarding 
the 42nd Street Barricade. Councilmember Whitten requested information on how much additional 
staff time it would take to complete the barricade study. 
 

 Tamarack Neighborhood Stormwater Update – Deputy Public Works Director Cheryl Paston gave the 
staff report and showed a PowerPoint (available on the city’s website at www.sammamish.us). Council 
directed staff to continue working on Phase 1 of the project and will come back with more 
information on Options B and C.  

 
Public Comment 
 
Todd Southwick, 413 209th Avenue SE, Showed a PowerPoint presentation showing how the drainage around 
Tamarack is affecting his property. 
 
Jeeta Sahota, 402 209th Avenue SE, Showed a PowerPoint presentation showing how the drainage around 
Tamarack is affecting her property. 
 
Mary Wichter, 408 208th Avenue NE, showed a PowerPoint presentation regarding the drainage issues in the 
Tamarack neighborhood. 
 
Mark Cross, 247 208th Avenue NE, continued the previous PowerPoint presentation. 
  
Jim Barry, 1810 203rd Avenue SE, Representing the Friends of Lake Sammamish State Park. He introduced the 
new Executive Director that the City helped pay to hire. 
 
Philip Yang, 21506 NE 6th Place, He suggested it would be good to have some trails from the plateau down to 
East Lake Sammamish Parkway. 
 
Sharon Steinbus, 24933 SE 14th Street, She spoke in support of the interim Tree Ordinance. She also asked to 
put into the record a copy of City of Seattle Green Stormwater Infrastructure. She submitted ideas for green 
stormwater planting ideas.  
 
Consent Agenda 
Payroll for period ending March 15, 2015 for pay date March 20, 2015 in the amount of 

$ 299,710.46 
Payroll for period ending March 31, 2015 for pay date April 3, 2015 in the amount of 

$ 304,905.25 
Approval: Claims for period ending April 7, 2015 in the amount of $1,116,800.66 for Check No. 39976 
through 40110 
Resolution: A Resolution Of The City Of Sammamish, Washington, Declaring Support For Eastside Fire And 
Rescue’s Formation Of A Nonprofit Corporation  
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Resolution: Of The City Of Sammamish, Washington, Authorizing The City Manager To Reimburse City Employees For 
Amounts Otherwise Due Under The City’s 2014 IRC Section 125 Plan (R2015-627) 
 
Resolution: Appointing members to the 2015/2016 Sammamish Youth Board (R2015-628) 
 
Contract: Public Works Standards Update/Tetra Tech  
 
Bid Award: 2014 Stormwater Repair Project/Iron Creek Construction, LLC 
 
Amendment: Evans Creek Preserve Trail Construction/Washington Trails Association 
 
Approval: Purchase of two Turf Care 1500 field turf sweepers/SMG Equipment 
 
Approval: Mitigation Agreement with Kirkstone Terrace  
 
Approval: Notes for February 10, 2015 Study Session 
 
Approval: Notes for March 10, 2015 Study Session 
 
Approval: Minutes for March 17, 2015 Regular Meeting 

Unfinished Business 
 
Resolution: A Resolution Of The City Of Sammamish, Washington, Declaring Support For Eastside Fire And 
Rescue’s Formation Of A Nonprofit Corporation  
 
MOTION: Councilmember Gerend moved approval of the resolution. Deputy Mayor Huckabay seconded.  
 

AMENDMENT: Deputy Mayor Huckabay moved to amend the resolution by adding additional language to the 
last “Whereas” clause to read as follows: Whereas, subject to the satisfactory resolution of such issues by the 
State Department of Retirement Systems and the Internal Revenue Service related to firefighter retirement 
plans, and the resolution of any additional issues that may, in the reasonable judgment of the City Council, 
materially affect the operation of EF & R, the EF&R Partners desire to create a nonprofit corporation pursuant 
to chapter 24.06 RCW and to amend the Interlocal Agreement accordingly to satisfy the requirement of RCW 
39.34.030; and to amend Section 1 to read as follows  The City Council supports the operation of EF&R as a 
non-profit corporation organized under RCW 24.06, subject to the satisfactory resolution by the Department 
of Retirement Systems and the Internal Revenue Service of the outstanding issues regarding firefighter 
retirement plans, and the resolution of any additional issues that may, in the reasonable judgment of the 
City Council, materially affect the operation of EF & R.  Councilmember Gerend seconded. Amendment 
carried unanimously 6-0 
 
MAIN MOTION: Main motion carried 5-1 with Councilmember Odell dissenting (R2015-626). 

Councilmember Odell does not feel that this resolution is necessary. Councilmember Whitten has concerns 
over the control Council will have over any additional changes related to the operation of Eastside Fire and 
Rescue.  
 
Public Hearing 
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Ordinance: First Reading Of The City Of Sammamish, Washington, Establishing Interim Development 
Regulations As Authorized By The Growth Management Act Relating To Tree Retention; Providing For 
Severability; And Declaring An Emergency 
 
Community Development Director Jeff Thomas gave the staff report and showed a PowerPoint 
presentation (available on the City’s website at www.sammamish.us). He explained this is an extension of 
the existing ordinance.  
 
Public Hearing opened at 8:40 pm 
 
Public Comment 
 
Jan Bird, 3310 221st Avenue SE, She was supportive of the emergency ordinance. 
 
Kate Bradley, 21625 SE 24th Street, She spoke in support of the extension of the interim tree 
ordinance. 
 
Public Hearing closed at 8:47 
 
MOTION: Councilmember Odell moved to adopt the ordinance extending the emergency tree 
retention regulations. Deputy Mayor Huckabay seconded. Motion carried unanimously 6-0 (O2015-
390) 
 
Councilmember Whitten requested staff to ask the Planning Commission to study the amount of 
impervious surface being allowed as part of the Tree Retention regulations. 
 
Council recessed from 8:51 pm and returned at 8:58 pm.  
 
New Business - None 
 
Council Reports 
 
Councilmember Keller requested Council give the City Manager the direction to hire the Community 
Services Coordinator they agreed to hire at the Council Retreat.  That item will be added to the next 
Council agenda.  
 
Councilmember Odell announce the Kokanee Fry Release on April 24th.  
 
Councilmember Whitten attended the Rotary Club meeting last week. She urged everyone to vote on 
the Initiative and Referendum ballot measure on April 28. 
 
City Manager Report  
 
 Town Center Update 

 
Mr. Thomas gave the update and gave a PowerPoint presentation (available on the city’s website at 
www.sammamish.us).  

\\chfs001\home\manderson\City Council Minutes\2015\0407rm.doc 4 

Bill # 8

http://www.sammamish.us/


 
 

Executive Session – Personnel pursuant to RCW 42.30.110(1)(g) and litigation pursuant to RCW 
442.30.110(1)(i) 
 
Council retired to Executive Session at 9:15 pm and returned at 10:15 pm.  No action was taken. 
 
Meeting adjourned at 10:15 pm. 
 
 
 
__________________________________ _______________________________ 
    Melonie Anderson, City Clerk      Thomas E. Vance, Mayor 
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Meeting Date: April 21, 2015 Date Submitted: 4/16/2015 
 

Originating Department: Parks and Recreation 
 
Clearances: 
 Attorney ☐ Community Development ☐ Public Safety 

☐ Admin Services ☐ Finance & IT ☐ Public Works 

 City Manager  Parks & Recreation   

 
Subject:    Resolution adopting an amended policy for Co-Sponsorship for City Facility Use 

 
Action Required:    Adoption of resolution. 

 
Exhibits:    1. Resolution 

2. Amended Policy 
 

Budget:    N/A 
 

 
Summary Statement: 
In 2007, the City Council adopted a co-sponsorship policy, which provides a mechanism for local 
Sammamish organizations to apply for a facility rental fee waiver for community programs and special 
events. Specifically, this policy identified criteria to qualify for co-sponsorship, along with the procedures 
to request approval for co-sponsorship. The Nightmare at Beaver Lake and the Farmers Market are two 
examples of City co-sponsored events. None of the basic tenets of this policy are proposed to be 
amended. There are, however, changes proposed in the following categories: 
 

• Minor edits, primarily clarifying language and re-wording. 
• Revisions to reflect current operating practices. 
• Updates to reflect recommendations and policy direction from Washington Cities Insurance 

Authority (WCIA), the City’s insurance provider. 
• Policy changes based on legal review by the City attorney. 

 
Upon adoption, the amended policy will take effect on May 1, 2015. Staff will utilize the time in between 
the date of adoption and the effective date to update the facility rental forms and the website. 
 
Background: 
The proposed policy amendments to the co-sponsorship policy are further described below. 
 

1. In the definitions section, the definition of “dusk” was removed because there was no reference 
to dusk in this policy and “resident” was clarified to include both residential addresses and 
business addresses. 

City Council Agenda Bill 
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2. Full fee waiver (section 3.02) 
Revised Section 3.02 now provides for a full rental fee waiver for organizations approved for co-
sponsorship. The previous policy called for the City Manager or his/her designee to “determine 
a discounted rental rate for facility rental use.” Charging rates on a “case-by-case basis,” may 
result in allegations of favoritism or negative (or unlawful) prejudice. To be consistent with 
Section 3.06 (Non-Discrimination), the policy was revised and calls for a full rental fee waiver. 
This fee waiver does not, however, apply to other fees that may apply (staffing, rental fees, 
supplies etc.) Section 4.01 (G) and 4.02 were revised to reflect this change. 
 

3. Non-Discrimination language modified (section 3.06) 
The words “or any other unlawful basis” were added to the non-discrimination section. 
 

4. Non-Endorsement language added (section 3.07) 
The non-endorsement section was added to this policy, consistent with the other facility rental 
policies. 

 
5. Liability language modified (section 3.09). 

Includes revised liability language provided by WCIA. 
 

6. Security at applicant’s expense (section 3.10). 
Clarifies that when security is required for a facility rental, it will be at the Applicant’s expense.  
 

7. Policy Interpretation (section 3.14) 
Clarifies that any interpretations of the policy made by the City Manager or his/her designee are 
final and binding.  
 

8. Damage deposits – minor changes (section 4.03) 
Modified policy language to include carpet/flooring in the list of items evaluated for damage at 
the conclusion of an event. Also extended the refund processing time for damage deposits from 
four weeks to six weeks.  

 
9. Insurance Requirements (section 4.05) 

Revised language to identify specific instances when liability insurance will be required. This 
section also clarified the amount of coverage, the date proof of insurance is due to the City 
(one-month in advance), and additional insurance declarations needed when alcohol is served. 
These suggested changes were provided by WCIA. The policy also includes a reference to the 
Tenant User Liability Insurance Program (TULIP) (provided by WCIA), which is available to private 
rental groups seeking liability insurance. 

 
10. Minor edits  

A number of minor edits (grammatical changes, clarification of wording etc.) were made 
throughout the policy document and are noted using track changes.  
 

Financial Impact: 
No financial impact. 
 
Recommended Motion:  
Approve the resolution adopting an amended policy for Co-Sponsorship for Facility Us 
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CITY OF SAMMAMISH 
WASHINGTON 

RESOLUTION NO. R2015-XXX 
____________________________________________________________________________________ 
 
  A RESOLUTION OF THE CITY OF SAMMAMISH, 

WASHINGTON, ADOPTING AN AMENDED POLICY FOR 
CO-SPONSORSHIP FOR CITY FACILITY USE. 

 
 WHEREAS, the City of Sammamish maintains and operates a number of public facilities; 
and 
 
 WHEREAS, these public facilities may be reserved for private party use and for non-profit 
use; and 
 
 WHEREAS, the City of Sammamish desires to partner with local organizations that provide 
programs, activities, special events or meetings that benefit the community; and 
 
 WHEREAS, the City of Sammamish desires to make public facilities available at a discount 
for services that benefit the residents of the City of Sammamish; and  
 
 WHEREAS, the City of Sammamish Municipal Code, Chapter 7.12 provides general 
guidelines for public facility use; and 
 
 WHEREAS, a previous policy governing facility rentals for co-sponsored usage was 
approved by Resolution 2007-308; and 
 
 WHEREAS, the City of Sammamish now desires to update the previously adopted policy. 
 
 
 NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF SAMMAMISH, 
WASHINGTON, DOES RESOLVE AS FOLLOWS: 
 
 Section 1.  Policy on Co-Sponsorship for City Facility Use, Adoption.  The City Council 
hereby adopts a policy for co-sponsorship for City facility use, attached hereto as Exhibit “A” and 
incorporated herein by reference. 
 
 Section 2.  Effective Date.  The effective date of this Policy shall be May 1, 2015. 
 
   
 PASSED BY THE CITY COUNCIL AT A REGULAR MEETING THEREOF ON 
THE 21st DAY OF APRIL, 2015. 
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 CITY OF SAMMAMISH 
 
 APPROVED 
 
 
 ______________________________ 
 Mayor Thomas E. Vance 
 
 
ATTEST/AUTHENTICATED: 
 
 
______________________________ 
Melonie Anderson, City Clerk 
 
 
 
Approved as to form: 
 
 
______________________________ 
Michael R. Kenyon, City Attorney 
 
 
 
 
 
Filed with the City Clerk:  April 16, 2015 
Passed by the City Council:   
Resolution No.:    
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   CITY OF SAMMAMISH 
POLICIES AND PROCEDURES 

 
Subject: Department: 
 CO-SPONSORSHIP FOR CITY FACILITY USE  PARKS 
  Number: 
   076.01.05 
Effective Date: Supersedes: Approved By: Date: 
01/01/08 05/01/15 N/A R2007-308 City Council 12/18/07  04/21/15 

 
1.0  PURPOSE 

 
To establish a policy recognizing organizations that provide valuable community service; 
to ensure that public facilities are used to benefit the Sammamish community; and to 
encourage and assist organizations in the development of programs, activities, special 
events or meetings that provide a benefit to the whole community. 

 
2.0  DEFINITIONS 
 

Applicant:  Refers to individuals or groups reserving a facility and completing a facility 
usage/rental application. 

 
Business Hours:  8:30 AM to 5 PM,. Monday through Friday, except holidays. 

 
City Hall:  Building located at Sammamish Commons at 801 - 228th Avenue SE. 

 
City Co-Sponsored:  City provides funding or in-kind services in the support of a 
program, activity, special event or meeting. 
 
City Sponsored:  City funded, operated and managed programs, activities, special events 
or meetings. 

 
Commercial:  Individuals, groups or businesses engaged in profit making activities that 
charge admissions, class fees for services, sell tickets, food or other items, solicit funds or 
donations, offer other money-making activities or promote a commercial business. 

 
Dusk:  When the limit of twilight illumination is sufficient, under good weather 
conditions, for terrestrial objects to be clearly distinguished. A civil twilight schedule will 
used to know this time of day. 

 
Facilities:  City-owned and operated buildings, picnic shelters and athletic fields. 
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Non-Profit:  Refers to an organization whose principal purpose is public service and is 
recognized as a 501(c) organization under the Internal Revenue Code. 
 
Resident:  Individuals whose primary residential or business address is within the City 
limits of the City of Sammamish. 

 
 
3.0  POLICY 
  
 All co-sponsored facility reservations are to be in accordance with the following policies: 
 

3.01  Eligibility for Co-Sponsorship 
A. Organizations must be based in the City of Sammamish and maintain a 

membership consisting of at least fifty percent (50%) of City of Sammamish 
residents to qualify for co-sponsorship. 
 

B. Organizations requesting a co-sponsorship must meet the following criteria: 
 

i. Provide a community program, activity, special event or meeting that 
is not currently provided by the City or another public agency, but and 
that would traditionally be provided by a public agency. 
 

ii. Provide a community program, activity, special event or meeting for 
which demand cannot be reasonably met through the development or 
expansion of current City programs. 

 
iii. Provide a direct public benefit to the residents of the City of 

Sammamish. 
 

iv. Programs, activities, special events or meetings shall be open to all 
City of Sammamish residents. 

 
C. Personal or social occasions (e.g., holiday parties, retirement parties, birthday 

parties, etc.) are not eligible for co-sponsorship. 
 

D. Commercial or profit-making activities are not eligible for co-sponsorship. 
 

3.02  Co-Sponsorship Rate 
If approved for co-sponsorship the , facility rental fee will be waived. The fee waiver 
does not apply to other charges that may be assessed including, but not limited to charges 
for staffing, rental equipment, supplies etc. the City Manager or his/her designee shall 
determine a discounted rental rate for facility use. Co-sponsorship rates are determined 
on a case-by-case basis and may change from year to year. 

 
3.03  Co-Sponsorship Application Term 
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Co-sponsorship requests shall be approved on an annual basis by the City Manager or 
his/her designee. Organizations must re-apply for co-sponsorship each year, regardless of 
prior year approvals. 
 
3.04  Allocation of Facilities for Co-Sponsorship 
To ensure equitable distribution of facility space, each organization will be limited to a 
maximum of one (1) co-sponsorship rental reservation (one-day rental) per year unless 
otherwise approved by the City Manager or his/her designee. 
 
3.05  Right of Refusal 
The City reserves the right to limit or deny rental of City facilities due to staff 
availability, incompatibility of the rental request with the City’s facilities or for other 
similar reasons.  

 
3.06  Non-Discrimination 
The City does not discriminate on the basis of race, creed, color, national origin, religion, 
gender, marital status, age, sexual orientation, political affiliation, or sensory, mental or 
physical disability or any other unlawful basis. Any persons or group using City facilities 
must follow the same non-discriminatory policy.  

 
3.07  Non-Endorsement 
Permission to use City facilities does not constitute an endorsement of an Applicant’s 
philosophies, policies, beliefs, mission or purpose. 

 
3.08  Facility Usage Priority 
City programs, activities, special events and meetings take precedence over all other 
facility usage requests. City sponsored or co-sponsored programs, activities, special 
events and meetings and organizations that have a contractual relationship with the City 
take precedence over non-City sponsored or non-City co-sponsored events. The same 
priority structure applies to facility resources, including tables, chairs, and other 
equipment. 
 
3.09  Liability 

A. The Applicant agrees to defend, indemnify and hold the City, its elected 
officials, officers, employees, agents, and volunteers harmless from any and 
all claims, demands, losses, actions and liabilities, including costs or 
attorney’s fees, to or by any and all persons or entities, including, without 
limitation, their respective agents, licensees, or representatives, arising from, 
resulting from or connected with the Applicant’s use of the facility or by the 
Applicant’s breach of the rental agreement except only such injury or damage 
as shall have been occasioned by the sole negligence of the City.  to the extent 
caused by negligent acts, errors or omissions of the Aapplicant, or by the 
Applicant’s breach of this agreement. 
 

B. The City is not responsible for the loss, theft or damage to the Applicant’s 
property. lost, stolen or damaged items. 
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3.10  Security 
The City reserves the right to require and establish ratios of security personnel and/or 
adult supervision to monitor the safety and welfare of the attendees of any function at 
City facilities at the Applicant’s expense. 
 
3.11  Special Conditions 
The City reserves the right to add requirements or restrictions, including but not limited 
to the payment of an additional damage deposit as a condition of the rental.  

 
3.12  Cancellation 

A. The City reserves the right to close a facility or cancel a rental at anytime due 
to an emergency, severe weather, situations that may result in facility damage 
or personal injury or for any other reason deemed necessary by the Parks and 
Recreation Director or his/her designee.  
 

B. A full refund will be issued for City- initiated cancellations. 
 
3.13  Policy Violation 
Violation of these policies may result in the immediate termination of the co-sponsorship 
agreement with or without a refund. 
 
3.14  Policy Interpretation 
The City Manager or his/her designee shall make any necessary interpretations of this 
policy., and such interpretations shall be final and binding. 

 
 
4.0 PROCEDURE 
 

4.01  Co-Sponsorship Facility Reservations 
A. Requests for facility usage for co-sponsored programs, activities, special 

events or meetings may be made up to thirteen (13) months in advance.   
 

B. A minimum of two (2) months’ advance notice is required for all co-
sponsorship facility usage requests. Requests received with less notice than 
previously specified may not be accommodated.   
 

C. Organizations applying for co-sponsorship shall provide the following at the 
time of application: 

 
a. A completed facility rental application. 

 
b. A letter describing the purpose of the requestapplication and 

demonstrating eligibility as required in section 3.021. 
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c. A budget or financial description of the program, activity, special 
event or meeting. 

 
D. RequestsApplications for co-sponsorship are processed by the Parks and 

Recreation Department, located at City Hall. Co-sponsorship applications are 
accepted Monday through Friday during business hours only.   

 
E. An application for co-sponsorship must be made by a person eighteen (18) 

years of age or older. 
 

F. The Applicant must be on site for the entire duration of the rental. 
 

G. The City does not “hold” rental dates. Reservations are confirmed and the 
rental date and time are secured once after the co-sponsorship application has 
been approved. and fifty percent (50%) of the rental fees (if applicable) have 
been paid. 

 
H. City facilities are not available for co-sponsored facility use during City 

recognized holidays, unless approved by the City Manager or his/her 
designee. 

 
I. All co-sponsorship reservation requests are subject to review and approval by 

the City Manager or his/her designee. 
 

4.02  Payment for Co-Sponsored Facility Usage 
If applicable, fIf additional charges are assessed, fifty percent (50%) of the rental 
fees are due at the time of booking. The remaining balance  the full amount and 
the damage deposit (if applicable) are due two (2) months in advance of the 
reservation. 

 
4.03  Damage Deposits 

A. Damage deposits may be required for co-sponsored facility use as determined 
by the City Manager or his/her designee. 
 

B. Damage deposits are fully refundable provided the following conditions are 
met: 

 
i. The rented facility is left in a clean and orderly manner.   

 
ii. The carpet/flooring was not stained or damaged as a result of the 

rental. 
 

ii.iii. The facility was not damaged as a result of the rental. 
 

iii.iv. Use of the facility did not exceed the scheduled reservation time. 
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iv.v. All facility equipment is accounted for and not damaged or broken. 
 

v.vi. Additional staff time was not required as part of the rental. 
 

vi.vii. All rules/guidelines governing rental use of the facilities were met. 
 

C. If all conditions are met to the satisfaction of the City, a refund will be 
processed within four six (6) weeks of the rental date.  If the conditions are 
not met to the satisfaction of the City, an appropriate fee will be deducted 
from the damage deposit. If necessary, rental groups will be charged to cover 
any additional costs incurred by the City as a result of the rental. 
 

D. Appeals regarding the decision to withhold all or a portion of a damage 
deposit shall be directed to the Parks and Recreation Director or his/her 
designee. 

 
4.04  Rental Date and Time Changes 

All facility rental date and time change requests are subject to staff and facility 
availability and are subject to approval by the Parks and Recreation Director or 
his/her designee.   

 
4.05  Insurance Requirements 

A. Liability insurance naming the City of Sammamish as an additional insured is 
required when any of the following apply: 
 

a. Alcohol will be served;  
 

a.b. The event is open to the public;  
 

b.c. Admission fees will be collected for the event or fees collected for 
anything provided during the event (e.g. fees for goods, food, dues 
etc.); 

 
d. Law enforcement or security will be required; and/or 

 
e. For other reasons as deemed necessary by the Parks and Recreation 

Director or his/her designee. 
c.f. for rentals groups serving alcohol, for events that exceed one-hundred 

(100) people or for other reasons as deemed necessary by the Parks 
and Recreation Director or his/her designee. 

 
B. Applicants required to obtain insurance shall provide proof of Commercial 

General Liability insurance in the amount of one million dollars 
($1,000,000.00) per occurrence, two million dollars ($2,000,000) general 
aggregate. Such insurance shall be primary over any coverage held by the City 
and shall name the City as an additional insured. 
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C. One (1) monthTwo (2) weeks prior to the facility rental, the Applicant shall 
submit a copy of the insurance policy declaration page to the City as evidence 
of acceptable insurance coverage. The following items shall be included on 
the certificate of insurance: 

 
i. Location of activity.;  

 
ii. Type of proposed activity.; 

 
ii.iii. If Alcohol is being served, the certificate must include language to 

indicate that “Liquor Liability is Included;” 
 

iii.iv. Separate Endorsement Sheet with additional insured endorsement 
attached; and 

 
iv.v. Effective date(s) of coverage. 

 
D. Insurance may be available through the Washington Cities Insurance 

Authority (WCIA) website under the Tenant User Liability Insurance Program 
(TULIP). 
 

 
5.0 GENERAL REGULATIONS 

 
5.01  Policy Concurrency 
The general regulations established by policy for each City facility shall apply to all co-
sponsored programs, activities, special events or meetings. 

 
 
Approval:    
    
    
 City Manager  Date 
 
 
 
Adopted: 12/18/07 
Amended: 04/21/15 
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Meeting Date: April 21, 2015 Date Submitted: 4/15/2015 
 

Originating Department: Parks and Recreation 
 
Clearances: 
 Attorney ☐ Community Development ☐ Public Safety 

☐ Admin Services ☐ Finance & IT ☐ Public Works 

 City Manager  Parks & Recreation   

 

Subject:    Resolution adopting an amended policy for Non-Profit Use of City Facilities 
 

Action Required:    Adoption of resolution. 
 

Exhibits:    1. Resolution 
2. Amended Policy 

 
Budget:    N/A 

 

 

Summary Statement: 
In 2007, the City Council adopted a policy allowing up to four hours a month of free facility rental use to 
non-profit groups in Sammamish. Additional policy terms included hours of use and eligibility 
requirements. We currently host a number of non-profit groups at the Beaver Lake Lodge throughout 
the year. Occasionally, we also host non-profit groups at City Hall and at our many picnic shelters. None 
of the basic tenets of this policy are proposed to be amended. There are, however, changes proposed in 
the following categories: 
 
Staff desires to amend the policy to address the following items: 
 

• Minor edits, primarily clarifying language and re-wording. 
• Revisions to reflect current operating practices. 
• Updates to reflect recommendations and policy direction from Washington Cities Insurance 

Authority (WCIA), the City’s insurance provider. 
• Policy changes based on legal review by the City attorney. 

 
Upon adoption, the amended policy will take effect on May 1, 2015. Staff will utilize the time in between 
the date of adoption and the effective date to update the facility rental forms and the website. 
 
Background: 
The proposed policy amendments to the non-profit facility use policy are further described below. 
 

1. In the definitions section, added a definition for “dusk” and “resident” was clarified to incldue 
both residential addresses and business addresses. 
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2. Political activities do not qualify under non-profit policy (section 3.02) 
Section 3.02(B)(iv) was added to clarify that political activities (e.g. campaigns, fundraising 
events etc.) do not qualify for free facility rental use under the non-profit policy. 

 
3. Removing Non-Profit Application Term (section 3.03) 

Section 3.03 is stricken from the policy. This section identified an annual application process to 
qualify for non-profit status. This practice is no longer used and applications are now reviewed 
and approved on a first-come, first-served basis. 
 

4. Non-profit use hours defined for Beaver Lake Pavilion (section 3.04(A)(ii)) 
The available hours for non-profit use of the Beaver Lake Pavilion were modified to include 
“dusk” as the ending time. 
 

5. Non-Discrimination language modified (section 3.06) 
The words, “or any other unlawful basis,” were added to the non-discrimination section. 
 

6. Non-Endorsement language added (new section 3.08) 
The non-endorsement section was added to this policy, consistent with the other facility rental 
policies. 

 
7. Liability language modified (section 3.09) 

Includes revised liability language provided by WCIA. 
 

8. Security at applicant’s expense (section 3.10) 
Clarifies that if security is required for a facility rental, it will be at the Applicant’s expense.  
 

9. Policy Interpretation final and binding (section 3.14) 
Clarifies that any interpretations of the policy made by the City Manager or his/her designee are 
final and binding.  
 

10. Modifications to Non-Profit Facility Reservations (section 4.01) 
Section 4.01(B) was modified to allow weekend reservations to be made up to 12 months in 
advance at City Hall. The previous policy only allowed weekend reservations to be made two 
months in advance. Staff feel that this was overly restrictive. 
 
Section 4.01(C) was modified to require a minimum of 14 days advance notice for all reservation 
requests.  
 

11. Damage deposits – minor changes (section 4.03) 
Modified policy language to include carpet/flooring in the list of items evaluated for damage at 
the conclusion of an event. Also extended the refund processing time for damage deposits.  

 
12. Insurance requirements revised (section 4.05) 

Revised language to identify specific instances when liability insurance will be required. This 
section also clarifies the amount of coverage, the date proof of insurance is due to the City (one-
month in advance), and additional insurance declarations needed when alcohol is served. These 
suggested changes were provided by WCIA. The policy also includes a reference to the Tenant 
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User Liability Insurance Program (TULIP) (provided by WCIA), which is available to private rental 
groups seeking liability insurance. 
 

13. Minor edits  
A number of minor edits (grammatical changes, clarification of wording etc.) were made 
throughout the policy document and are noted using track changes.  
 

Financial Impact: 
No financial impact. 
 
Recommended Motion:  
Approve the resolution adopting an amended policy for Non-Profit Use of City Facilities. 
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CITY OF SAMMAMISH 
WASHINGTON 

RESOLUTION NO. R2015-XXX 
____________________________________________________________________________________ 
 
  A RESOLUTION OF THE CITY OF SAMMAMISH, 

WASHINGTON, ADOPTING AN AMENDED POLICY FOR 
NON-PROFIT USE OF CITY FACILITIES. 

 
 WHEREAS, the City of Sammamish maintains and operates a number of public facilities; 
and 
 
 WHEREAS, these public facilities are available for private rental use; and 
 
 WHEREAS, the City of Sammamish desires to make public facilities available at a discount 
for services that benefit the residents of the City of Sammamish; and  
 
 WHEREAS, the City of Sammamish desires to support local non-profit organizations; and 
 
 WHEREAS, the City of Sammamish Municipal Code, Chapter 7.12 provides general 
guidelines for public facility use; and 
 
 WHEREAS, a previous policy governing non-profit use of City facilities was approved by 
Resolution 2007-309; and 
 
 WHEREAS, the City of Sammamish now desires to update the previously adopted policy. 
 
 NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF SAMMAMISH, 
WASHINGTON, DOES RESOLVE AS FOLLOWS: 
 
 Section 1.  Policy on Non-Profit Use of City Facilities, Adopted.  The City Council hereby 
adopts the amended policy for non-profit use of City facilities, attached hereto as Exhibit “A” and 
incorporated herein by reference. 
 
 Section 2.  Effective Date.  The effective date of this Policy shall be May 1, 2015. 
 
   
 PASSED BY THE CITY COUNCIL AT A REGULAR MEETING THEREOF ON 
THE 21st DAY OF APRIL, 2015. 
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 CITY OF SAMMAMISH 
 
 APPROVED 
 
 
 ______________________________ 
 Mayor Thomas E. Vance 
 
 
ATTEST/AUTHENTICATED: 
 
 
______________________________ 
Melonie Anderson, City Clerk 
 
 
 
Approved as to form: 
 
 
______________________________ 
Michael R. Kenyon, City Attorney 
 
 
 
 
 
Filed with the City Clerk:  April 16, 2015 
Passed by the City Council:   
Resolution No.: 
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   CITY OF SAMMAMISH 
POLICIES AND PROCEDURES 

 
Subject: Department: 
 NON-PROFIT USE OF CITY FACILITIES  PARKS 
  Number: 
   076.01.06 
Effective Date: Supersedes: Approved By: Date: 
01/01/08 05/01/15 R2007-309 N/A City Council 12/18/07 04/21/15 

 
1.0  PURPOSE 

 
To establish a process by which non-profit organizations are provided complimentary or 
discounted rental use of public facilities. 

 
2.0  DEFINITIONS 
 

Applicant:  Refers to individuals or groups reserving a facility and completing a facility 
usage/rental application. 

 
 Beaver Lake Lodge:  The log cabin located at 25101 SE 24th Street in Beaver Lake Park. 
 

Beaver Lake Pavilion:  The open air, wood structure located in Beaver Lake Park 
between the Lodge and the lake. 
 
Business Hours:  8:30 AM to 5 PM, Monday through Friday, except holidays. 

 
City Hall:  Building located at Sammamish Commons at 801 - 228th Avenue SE. 

 
City Co-Sponsored:  City provides funding or in-kind services in the support of a 
program, activity, special event or meeting. 
 
City Sponsored:  City funded, operated and managed programs, activities, special events 
or meetings. 
 
Civic:  Of or relating to the business of the City of Sammamish and other government 
agencies. 

 
Commercial:  Individuals, groups or businesses engaged in profit making activities that 
charge admissions, class fees for services, sell tickets, food or other items, solicit funds or 
donations, offer other money-making activities or promote a commercial business. 
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Dusk:  The time at which the sun is 6 degrees below the horizon.  At this time and under 
good weather conditions, there is enough light for objects to be clearly distinguishable.  
Outdoor activities without artificial illumination should end at this time. A civil twilight 
schedule will be used to establish this time of day throughout the year. 
 
Facilities:  City-owned and operated buildings, picnic shelters and athletic fields. 
 
Long-Term Rentals:  Rentals that book a consistent day and time for three (3) or more 
consecutive months. 

 
Non-Profit:  Refers to an organization whose principal purpose is public service and is 
recognized as a 501(c) organization under the Internal Revenue Code. 
 
Resident:  Individuals whose primary residential or business address is within the City 
limits of the City of Sammamish. 

 
Special Events:  Activities that typically have more than fifty (50) attendees and involve 
entertainment, catering, major space setup or reconfiguration and/or use of rental 
equipment. Activities of this nature typically impact the use of adjacent spaces and 
parking areas. 
 
 

3.0  POLICY 
 

All non-profit facility reservations are to be in accordance with the following policies: 
 

3.01  Eligibility for Non-Profit Facility Use 
Non-profit organizations based in the City of Sammamish that maintain a membership 
consisting of at least fifty percent (50%) of City of Sammamish residents are eligible for 
complimentary or discounted rental use at designated City facilities. 

 
3.02  Non-Profit Facility Usage Restrictions 

A. Reservations approved for a non-profit discount or fee waiver shall be open to 
all City of Sammamish residents. This requirement does not apply to picnic 
shelter reservations. 

 
B. The following facility uses are not eligible for non-profit discounts or fee 

waivers: 
 

i. Special Events 
 

ii. Personal or social occasions (e.g., holiday parties, retirement parties, 
birthday parties, etc.) 

 
iii. Commercial or profit-making activities. 
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iii.iv. Political Activities (e.g., campaign purposes, fundraising events, etc.) 
 

3.03  Non-Profit Application Term 
Eligibility for non-profit facility discounts or fee waivers shall be approved on an annual 
basis by the Parks and Recreation Director or his/her designee. Organizations must re-
apply for non-profit status each year, regardless of prior year approvals. 
3.03  Non-Profit Facility Usage Rental Fees 

A. Qualified organizations as established in Section 3.021 are eligible for up to 
four (4) hours of complimentary facility rental use per month at City Hall and 
the Beaver Lake Lodge. 
 

B. Qualified organizations as established in Section 3.021 and youth sports teams 
located within the City limits of the City of Sammamish receive a fifty percent 
(50%) discount on picnic shelter rentals. 

 
C. Hourly Facility Monitor fees may apply for evening and weekend rentals at 

City Hall and the Beaver Lake Lodge.  
 

D. Organizations that reserve facilities in excess of four (4) hours per month shall 
pay for the additional rental time according to the rental fee schedule 
approved by the City Council. A copy of the current fee schedule is available 
at City Hall and on the City’s website. 

 
3.04  Designated Facilities 

A. Non-profit facility rental use is available at the following facilities and 
according to the schedules provided: 
 

i.  Beaver Lake Lodge and the Beaver Lake Pavilion 
Monday – Thursday  8 AM – 10 PM 
Friday    8 AM – 4 PM 

 
ii. Beaver Lake Pavilion 

Monday – Thursday  8 AM – Dusk 
Friday    8 AM – 4 PM 

 
ii.iii. City Hall - Council Chambers 

Monday – Friday  9 AM – 4 PM 
Saturday   8 AM – 4 PM 
Sunday   8 AM – 4 PM 
 

iii.iv. City Hall - Executive Briefing Room 
Friday    5 PM – 10 PM 
Saturday   8 AM – 4 PM  
Sunday   8 AM – 10 PM  
 

iv.v. Picnic Shelters (During the Shelter Season) 
Monday – Sunday  9 AM - Dusk 
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3.05  Right of Refusal 
The City reserves the right to limit or deny rental of City facilities due to staff 
availability, incompatibility of the rental request with the City’s facilities, or for other 
similar reasons.  

 
3.06  Non-Discrimination 
The City does not discriminate on the basis of race, creed, color, national origin, religion, 
gender, marital status, age, sexual orientation, political affiliation, or sensory, mental or 
physical disability or any other unlawful basis.  Any persons or group using City facilities 
must follow the same non-discriminatory policy.  
 
3.07  Facility Usage Priority 
City programs, activities, special events and meetings take precedence over all other 
facility usage requests. City sponsored or co-sponsored programs, activities, special 
events and meetings and organizations that have a contractual relationship with the City 
take precedence over non-City sponsored or non-City co-sponsored events. The same 
priority structure applies to facility resources, including tables, chairs and other 
equipment. 
 
3.08  Non-Endorsement 
Permission to use City facilities does not constitute an endorsement of an Applicant’s  
philosophies, policies, beliefs, mission or purpose. 

 
3.09  Liability 

A. The Applicant agrees to defend, indemnify and hold the City, its elected 
officials, officers, employees, agents, and volunteers harmless from any and 
all claims, demands, losses, actions and liabilities, including costs or 
attorney’s fees, to or by any and all persons or entities, including, without 
limitation, their respective agents, licensees, or representatives, arising from, 
resulting from or connected with the Applicant’s use of the facility or by the 
Applicant’s breach of the rental agreement, except for such injury or damage 
as shall have been occasioned by the sole negligence of the City.  to the extent 
caused by negligent acts, errors or omissions of the Aapplicant, or by the 
Applicant’s breach of this agreement. 
 

B. The City is not responsible for the loss, theft or damage to the Applicant’s 
property. ost, stolen or damaged items. 

 
3.10  Security 
The City reserves the right to require and establish ratios of security personnel and/or 
adult supervision to monitor the safety and welfare of the attendees of any function at 
City facilities at the Applicant’s expense. 
 
3.11  Special Conditions 
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The City reserves the right to add requirements or restrictions, including but not limited 
to the payment of an additional damage deposit as a condition of the rental.  
 
3.12  Cancellation 

A. The City reserves the right to close a facility or cancel a rental at anytime due 
to an emergency, severe weather, situations that may result in facility damage 
or personal injury or for any other reason deemed necessary by the Parks and 
Recreation Director or his/her designee.  
 

B. A full refund will be issued for City-initiated cancellations. 
 

3.13  Policy Violation 
Violation of these policies may result in the immediate termination of the rental 
agreement with or without a refund. 
 
3.14  Policy Interpretation 
The City Manager or his/her designee shall make any necessary interpretations of this 
policy, and such interpretations shall be final and binding. 

 
4.0 PROCEDURE 
 

4.01  Non-Profit Facility Reservations 
A. Requests for non-profit facility use may be made up to two (2) months in 

advance for reservations at the Beaver Lake Lodge, the Beaver Lake Pavilion 
and the picnic shelters.   
 

B. Requests for non-profit facility usage at City Hall may be made up to two (2) 
weeks in advance for weekday reservations and up to twelve (12) two (2) 
months in advance for weekend reservations.   
 

C. A minimum of fourteen (14) seven (7) days advance notice is required for all 
non-profit reservation requests.  Requests received with less notice than 
previously specified may not be accommodated.  
 

D. Organizations applying for a non-profit facility rental fee waiver or discount 
shall provide the following at the time of application: 

 
a. A completed facility rental application. 

 
b. A letter describing the purpose of the request and demonstrating 

eligibility as required in section 3.01. 
 

E. Requests for non-profit rental fee waivers or discounts are processed by the 
Parks and Recreation Department, located at City Hall. Non-profit facility use 
applications are accepted Monday through Friday during business hours only.   
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F. An application for non-profit facility usage must be made by a person 
eighteen (18) years of age or older. 
 

G. The Applicant must be on site for the entire duration of the rental. 
 

H. The City does not “hold” rental dates. Reservations are confirmed and the 
rental date and time are secured once after the non-profit rental application has 
been approved and fifty percent (50%) of the rental fees (if applicable) have 
been paid. 

 
I. City facilities are not available for non-profit rental use during City 

recognized holidays. 
 

J. All non-profit reservation requests are subject to review and approval by the 
Parks and Recreation Director or his/her designee. 

 
4.02  Payment for Non-Profit Facility Usage 
If applicable, payment in full is due at the time of booking. 

 
4.03  Damage Deposits 

A. Damage deposits may be required for non-profit reservations as determined by 
the Parks and Recreation Director or his/her designee. 
 

B. Damage deposits are fully refundable provided the following conditions are 
met: 

 
i. The rented facility is left in a clean and orderly manner.   

 
ii. The carpet/flooring was not stained or damaged as a result of the 

rental. 
 

ii.iii. The facility was not damaged as a result of the rental. 
 

iii.iv. Use of the facility did not exceed the scheduled reservation time. 
 

iv.v. All facility equipment is accounted for and not damaged or broken. 
 

v.vi. Additional staff time was not required as part of the rental. 
 

vi.vii. All rules/guidelines governing rental use of the facilities were met. 
 

C. If all conditions are met to the satisfaction of the City, a refund will be 
processed within four six (6) weeks of the rental date.  If the conditions are 
not met to the satisfaction of the City, an appropriate fee will be deducted 
from the damage deposit. If necessary, rental groups will be charged to cover 
any additional costs incurred by the City as a result of the rental. 
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D. Appeals regarding the decision to withhold all or a portion of a damage 

deposit shall be directed to the Parks and Recreation Director or his/her 
designee. 

 
4.04  Rental Date and Time Changes 
All facility rental date and time change requests are subject to staff and facility 
availability and are subject to approval by the Parks and Recreation Director or his/her 
designee.   

 
4.05  Insurance Requirements 

A. Liability insurance naming the City of Sammamish as an additional insured is 
required when any of the following apply: 
 

i. Alcohol will be served;  
 

ii. The event is open to the public;  
 

iii. Admission fees will be collected for the event or fees collected for 
anything provided during the event (e.g. fees for goods, food, dues, 
etc.); 

 
iv. Law enforcement or security will be required; and/or 

 
v. For other reasons as deemed necessary by the Parks and Recreation 

Director or his/her designee. 
iv. for rentals groups serving alcohol, for events that exceed one-hundred 

(100) people or for other reasons as deemed necessary by the Parks 
and Recreation Director or his/her designee. 

 
B. Applicants required to obtain insurance shall provide proof of Commercial 

General Liability insurance in the amount of one million dollars 
($1,000,000.00) per occurrence, two million dollars ($2,000,000) general 
aggregate. Such insurance shall be primary over any coverage held by the City 
and shall name the City as an additional insured. 
 

C. One (1) month Two (2) weeks prior to the facility rental, the Applicant shall 
submit a copy of the insurance policy declaration page to the City as evidence 
of acceptable insurance coverage.  The following items shall be included on 
the certificate of insurance: 

 
i. Location of activity;  

 
ii. Type of activity; 
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ii.iii. If Alcohol is being served, the certificate must include “Liquor 
Liability is Included;” 

 
iii.iv. Separate Endorsement Sheet; and 

 
iv.v. Date(s) of coverage. 

 
D. Insurance may be available through the Washington Cities Insurance 

Authority (WCIA) website under the Tenant User Liability Insurance Program 
(TULIP). 

 
5.0 GENERAL REGULATIONS 

 
5.01  Policy Concurrency 
The general regulations established by policy for each City facility shall apply to all non-
profit facility rentals. 

 
 
Approval:    
    
    
 City Manager  Date 
 
 
Adopted: 12/18/07 
Amended: 4/21/15 
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Meeting Date: April 21, 2015 Date Submitted: 4/15/2015 
 

Originating Department: Parks and Recreation 
 
Clearances: 
 Attorney ☐ Community Development ☐ Public Safety 

☐ Admin Services ☐ Finance & IT ☐ Public Works 

 City Manager  Parks & Recreation   

 

Subject:    Resolution adopting an amended policy for facility rentals at City Hall 
 

Action Required:    Adoption of resolution. 
 

Exhibits:    1. Resolution 
2. Amended Policy 

 
Budget:    N/A 

 

 

Summary Statement: 
In 2007, the City Council adopted a policy allowing for limited use of City Hall for facility rentals.  
Specifically, City Hall is available for weekday rental use, but reservations may only be made two weeks 
in advance. The two-week reservation restriction ensures that City Hall use is prioritized for City 
business. City Hall may also be rented on the weekends for private use. None of the basic tenets of this 
policy are proposed to be amended. There are, however, changes proposed in the following categories: 
 

• Minor edits, primarily clarifying language and re-wording. 
• Revisions to reflect current operating practices. 
• Updates to reflect recommendations and policy direction from Washington Cities Insurance 

Authority (WCIA), the City’s insurance provider. 
• Policy changes based on legal review by the City attorney. 

 
Upon adoption, the amended policy will take effect on May 1, 2015. Staff will utilize the time in between 
the date of adoption and the effective date to update the facility rental forms and the website. 
 
Background: 
The proposed policy amendments to the City Hall facility rental policy are further described below. 
 

1. In the definitions section, “resident” was clarified to include both residential addresses and 
business addresses. 
 

2. Non-Discrimination language modified (section 3.04) 
The words, “or any other unlawful basis,” were added to the non-discrimination section. 
 

City Council Agenda Bill 
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3. Non-Endorsement language modified (section 3.05) 
The non-endorsement section was modified to include the terms, “mission or purpose.” 
 

4. Striking the section prohibiting firearms (former section 3.06) 
RCW 9.41.290 preempts a city’s authority to enact local laws that prohibit possession of 
firearms on city-owned property or in city-owned facilities. See RCW 9.41.290 and RCW 9.41.300 
(certain limited exceptions noted therein); see also AGO 2008 No. 8. 

 
5. Liability language modified (section 3.07) 

Includes revised liability language provided by WCIA. 
 

6. Security at applicant’s expense (section 3.08) 
Clarifies that if security is required for a facility rental, it will be at the Applicant’s expense.  
 

7. Policy Interpretation final and binding (section 3.13) 
Clarifies that any interpretations of the policy made by the City Manager or his/her designee are 
final and binding.  
 

8. Modifications to Facility Reservations (section 4.01) 
Section 4.01(E) was modified to allow weekend reservations to be made up to 12 months in 
advance at City Hall. The previous policy only allowed weekend reservations to be made two 
months in advance. Staff felt that this was overly restrictive. 
 
Section 4.01(F) was modified to require a minimum of 14 days advance notice for all reservation 
requests.  

 
Section 4.01(J) clarifies that long-term and/or ongoing rentals may only be scheduled on 
weekends. We are unable to accommodate long-term rentals during the week due to City 
business needs.  

 
9. Payment for Facility Rentals modified (section 4.02) 

Section 4.02 amends the payment language to require 50% of the payment at the time of 
booking, and the balance two months prior to the reservation. This is consistent with payment 
processing procedures for Beaver Lake Lodge rentals. 
 

10. Damage deposits – minor changes (section 4.03) 
Section 4.03(A) Increased the attendance threshold for damage deposits from 30 to 100. This is 
consistent with current practices and damage deposits for smaller groups that are not serving 
food and/or beverages are not needed. 
 
Section 4.03(B)(ii) modified the policy language to include “flooring” in the list of items 
evaluated for damage at the conclusion of an event.  
 
Section 4.03(C) extended the refund processing time for damage deposits from four weeks to six 
weeks. 
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11. Insurance requirements revised (section 4.06) 
Revised language to identify specific instances when liability insurance will be required. This 
section also clarifies the amount of coverage, the date proof of insurance is due to the City (one-
month in advance), and additional insurance declarations needed when alcohol is served. These 
suggested changes were provided by WCIA. The policy also includes a reference to the Tenant 
User Liability Insurance Program (TULIP) (provided by WCIA), which is available to private rental 
groups seeking liability insurance. 
 

12. Permits required for alcohol service (section 5.02(C)(v)) 
At the request of WCIA, the language regarding Washington State Banquet permits was 
amended to include the requirement for a “Special Occasion License” for non-profits desiring to 
sell alcohol at a function. Other minor wording changes were included in this section as well. 
 

13. Legal responsibility for alcohol consumption (section 5.02(C)(vii)) 
Added language to clarify that legal responsibility for a participant’s consumption of alcohol 
during the facility rental rests with the Applicant. 

 
14. Tobacco products prohibited (section 5.12) 

This section was revised to comply with the recently amended Sammamish Municipal Code, 
Chapter 7.12, regarding the prohibition of tobacco products in parks. 
 

15. Minor edits  
A number of minor edits (grammatical changes, clarification of wording etc.) were made 
throughout the policy document and are noted using track changes.  
 

Financial Impact: 
No financial impact. 
 
Recommended Motion:  
Approve the resolution adopting an amended policy for facility rentals at City Hall. 
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CITY OF SAMMAMISH 
WASHINGTON 

RESOLUTION NO. R2015-XXX 
____________________________________________________________________________________ 
 
  A RESOLUTION OF THE CITY OF SAMMAMISH, 

WASHINGTON, ADOPTING AN AMENDED POLICY FOR 
FACILITY RENTALS AT THE SAMMAMISH CITY HALL. 

 
 WHEREAS, the Sammamish City Hall opened in 2006; and 
 
 WHEREAS, City Hall facilities are used primarily to support City business and operations 
and are only incidentally available for private use; and  
 
 WHEREAS, City Hall facilities may be reserved for private facility rentals; and 
 
 WHEREAS, the City of Sammamish Municipal Code, Chapter 7.12 provides general 
guidelines for public facility use; and 
 
 WHEREAS, a previous policy governing facility rentals at City Hall was approved by 
Resolution 2007-307; and 
 
 WHEREAS, the City of Sammamish now desires to update the previously adopted policy. 
 
 NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF SAMMAMISH, 
WASHINGTON, DOES RESOLVE AS FOLLOWS: 
 
 Section 1.  Policy on Facility Rentals at City Hall, Adopted.  The City Council hereby 
adopts the amended policy for facility rentals at City Hall, attached hereto as Exhibit “A” and 
incorporated herein by reference. 
 
 Section 2.  Effective Date.  The effective date of this Policy shall be May 1, 2015 
 
   
 PASSED BY THE CITY COUNCIL AT A REGULAR MEETING THEREOF ON 
THE 21st DAY OF APRIL, 2015. 
 
 
 CITY OF SAMMAMISH 
 
 APPROVED 
 
 
 ______________________________ 
 Mayor Thomas E. Vance 
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ATTEST/AUTHENTICATED: 
 
 
______________________________ 
Melonie Anderson, City Clerk 
 
 
 
Approved as to form: 
 
 
______________________________ 
Michael R. Kenyon, City Attorney 
 
 
 
 
 
Filed with the City Clerk:  April 16, 2015 
Passed by the City Council:   
Resolution No.:    
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   CITY OF SAMMAMISH 
POLICIES AND PROCEDURES 

 
Subject: Department: 
 CITY HALL FACILITY RENTALS  PARKS 
  Number: 
   076.01.04 
Effective Date: Supersedes: Approved By: Date: 
01/01/08 05/01/15 R2007-307 N/A City Council 12/18/07 04/21/15 

 
1.0  PURPOSE 

 
To establish a policy for facility rentals at Sammamish City Hall. 

 
2.0  DEFINITIONS 
 

Applicant:  Refers to individuals or groups reserving a facility and completing a facility 
usage/rental application. 
 
Business Hours:  8:30 AM to 5 PM, Monday through Friday, except holidays. 

 
City Hall:  Building located at Sammamish Commons at 801 - 228th Avenue SE. 

 
City Co-Sponsored:  City provides funding or in-kind services in the support of a 
program, activity, special event or meeting. 
 
City Sponsored:  City funded, operated and managed programs, activities, special events 
or meetings. 

 
Commercial:  Individuals, groups or businesses engaged in profit making activities that 
charge admissions, class fees, sell tickets, food or other items, solicit funds or donations, 
offer other money-making activities or promote a commercial business. 

 
Long-Term Rentals:  Rentals that book a consistent day and time for three (3) or more 
consecutive months.  

 
Resident:  Individuals whose primary residential or business address is within the City 
limits of the City of Sammamish. 

 
Sammamish Commons:  City owned property located at 228th Ave SE and SE 8th. 

 
Weekday Rentals:  Monday through Friday 8:30 AM to 4 PM. 
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Weekend Rentals:  Friday 6 PM to midnight; Saturday 8 AM to midnight; and Sunday 8 
AM to 10 PM. 

 
3.0  POLICY 
 

All Sammamish City Hall facility rentals are to be in accordance with the following 
policies: 

 
3.01  Purpose of Rentals 
City facilities may be reserved for civic, non-profit/not-for-profit, recreational and non-
commercial purposes. City facilities may not be used for commercial purposes except by 
concession contract or by special use permit issued by the Parks and Recreation 
DepartmentDirector or his/her designee. 
 
3.02  Facilities Available for Private Rentals 
The Council Chambers room is available for private facility rentals. 
 
3.03  Right of Refusal 
The City reserves the right to limit or deny rental of City facilities due to staff 
availability, incompatibility of the rental request with the City’s facilities, or for other 
similar reasons.  
 
3.04  Non-Discrimination 
The City does not discriminate on the basis of race, creed, color, national origin, religion, 
gender, marital status, age, sexual orientation, political affiliation, or sensory, mental or 
physical disability or any other unlawful basis. Any persons or group using City Hall 
facilities must follow the same non-discriminatory policy.  
 
3.05  Non-Endorsement 
Permission to use City facilities does not constitute an endorsement of an Applicant’s 
person’s or group’s philosophies, policies, or beliefs, mission or purpose. 

 
3.06  Firearms 
Firearms or weapons of any sort will not be permitted or allowed in City Hall facilities or 
on the premises.  This restriction shall not apply to on-duty law enforcement officers. 
 
3.06  Facility Usage Priority 
City meetings, hearings, programs, and activities take precedence over all other facility 
usage requests. City sponsored or co-sponsored public meetings, public events, public 
activities and organizations that have a contractual relationship with the City take 
precedence over non-City sponsored or non-City co-sponsored events. The same priority 
structure applies to facility resources, including tables, chairs, and other equipment. 

 
3.07  Liability 

A. The Applicant agrees to defend, indemnify and hold the City, its elected 
officials, officers, employees, agents, and volunteers harmless from any and 
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all claims, demands, losses, actions and liabilities, including costs or 
attorney’s fees, to or by any and all persons or entities, including, without 
limitation, their respective agents, licensees, or representatives, arising from, 
resulting from or connected with the Applicant’s use of the facility or by the 
Applicant’s breach of the rental agreement, except for such injury or damage 
as shall have been occasioned by the sole negligence of the City. to the extent 
caused by negligent acts, errors or omissions of the Applicant, or by the 
Applicant’s breach of this agreement. 
 

B. The City is not responsible for the loss, theft or damage to the Applicant’s 
property. lost, stolen or damaged items. 

 
3.08  Security 
The City reserves the right to require and establish ratios of security personnel and/or 
adult supervision to monitor the safety and welfare of the attendees of any function at 
City facilities at the Applicant’s expense. 
 
3.9  Special Conditions 
The City reserves the right to add requirements or restrictions, including but not limited 
to the payment of an additional damage deposit as a condition of the rental.  

 
3.10  Facility Rental Fees 

A. Facility rental fees are established by the City Council. Rental fees are 
generally reviewed on an annual basis and adjusted using a comparative rental 
fee study.  Facility rental fees are subject to change without notice.  A copy of 
the current fee schedule is available at City Hall and on the City’s website. 
 

B. Resident and non-resident fees may be established for certain City facilities.  
Applicants must provide proof of residency to qualify for the resident rate.   

 
3.11  Cancellation 

A. The City reserves the right to close a facility or cancel a rental at anytime due 
to an emergency, severe weather, situations that may result in facility damage 
or personal injury or for any other reason deemed necessary by the Parks and 
Recreation Director or his/her designee.  
 

B. A full refund will be issued for City-initiated cancellations. 
 
3.12  Policy Violation 
Violation of these policies may result in the immediate termination of the rental or the 
usage agreement with or without a refund. 
 
3.13  Policy Interpretation 
The City Manager or his/her designee shall make any necessary interpretations of this 
policy, and such interpretations shall be final and binding. 
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4.0 PROCEDURE 
 

4.01  Facility Reservations 
A. Scheduling of City Hall facilities is done through the Parks and Recreation 

Department, located at City Hall. Rental applications are accepted on a first-
come, first-served basis, Monday through Friday during business hours only.   

 
B. An application for use of the facility must be made by a person eighteen (18) 

years of age or older. 
 

C. The Applicant must be on site for the entire duration of the rental. 
 

D. Rental requests are subject to availability and rooms may be reserved during 
the following times: 

 
Monday – Thursday  8 AM – 4 PM 
Friday    8:30 AM – Midnight 
Saturday    8 AM – Midnight 
Sunday   8 AM – 10 PM 

 
E. Reservations may be made up to two (2) weeks in advance for weekday 

rentals and up to twelve (12) months v)two (2) months in advance for 
weekend rentals.   

 
F. A minimum of fourteen (14) seven (7) days advance notice is required for all 

reservation requests. Reservation requests received with less notice than 
previously specified may not be accommodated. 

 
G. The City does not “hold” rental dates. Reservations are confirmed and the 

rental date and time are secured onceafter the rental application has been 
approved and fifty percent (50%) of the rental fees have been paid. If the 
down payment is not received within two (2) weeks of booking the event, the 
event will be cancelled. 

 
H. The facility is reserved by thein half hour increments. Weekday rentals require 

a two (2) hour minimum reservation. Weekend rentals require a six (6) hour 
minimum reservation. 

 
I. City Hall facilities are not available for rental during City recognized 

holidays. 
 

J. Long-term and ongoing rentals require approval by the Parks and Recreation 
Director or his/her designee and are limited to weekends only. In most cases 
requests for an ongoing rental will be approved for no more than three (3) 
months at a time.   
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K. All reservation requests are subject to review and approval by the Parks and 
Recreation Director or his/her designee. 

 
4.02  Payment for Facility Rentals 
Fifty percent (50%) of the rental fees are due at the time of booking. The balance and the 
damage deposit are due two (2) months in advance of the reservation. 
Payment in full is due at the time of booking. 

 
4.03  Damage Deposits 

A. Rental groups that exceed one hundred (100) thirty (30) people and/or groups 
serving food and/or beverages during the facility rental are required to pay the 
damage deposit. 
 

B. Damage deposits are fully refundable provided the following conditions are 
met: 

 
i. The rented facility is left in a clean and orderly manner.   

 
ii. The carpet/flooring was not stained or damaged as a result of the 

rental. 
 

iii. The facility was not damaged as a result of the rental. 
 

iv. Use of the facility did not exceed the scheduled reservation time. 
 

v. All facility equipment is accounted for and not damaged or broken. 
 

vi. Additional staff time was not required as part of the rental. 
 

vii. All rules/guidelines governing rental use of the facilities were met. 
 

C. If all conditions are met to the satisfaction of the City, a refund will be 
processed within four (4)six (6) weeks of the rental date. If the conditions are 
not met to the satisfaction of the City, an appropriate fee will be deducted 
from the damage deposit. If necessary, rental groups will be charged to cover 
any additional costs incurred by the City as a result of the rental. 
 

D. Appeals regarding the decision to withhold all or a portion of a damage 
deposit shall be directed to the Parks and Recreation Director or his/her 
designee. 

 
4.04  Rental Cancellations 

A. Weekend rental cancellations will result in a non-refundable cancellation fee 
of twenty percent (20%) of the rental fees, regardless of the amount of notice 
given. 
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B. Weekend rental cancellations made with less than a two (2) month notice will 
result in a non-refundable cancellation fee of fifty percent (50%) of the rental 
fees. 

 
C. Cancellations made with less than two (2) weeks’ notice will not be refunded. 

 
D. Appeals regarding the application of a cancellation fee shall be directed to the 

Parks and Recreation Director or his/her designee. 
 

4.05  Rental Date and Time Changes 
A. All facility rental date and time change requests are subject to staff and 

facility availability.   
 

B. Additional rental time must be paid for in full when the request for additional 
time is made.   

 
C. Refunds will not be issued for a reduction in rental hours if the request is 

received with less than two (2) months notice. 
 

4.06  Insurance Requirements 
A. Liability insurance naming the City of Sammamish as an additional insured is 

required when any of the following apply: 
 

a. Alcohol will be served;  
 

b. The event is open to the public;  
 

c. Admission fees will be collected for the event or fees collected for 
anything provided during the event (e.g. fees for goods, food, dues 
etc.); 

 
d. Law enforcement or security will be required; and/or 

 
e. For other reasons as deemed necessary by the Parks and Recreation 

Director or his/her designee. 
B. for rentals groups serving alcohol, for events that exceed one-hundred (100) 

people or for other reasons as deemed necessary by the Parks and Recreation 
Director or his/her designee. 
 

C.B. Applicants required to obtain insurance shall provide proof of Commercial 
General Liability insurance in the amount of one million dollars 
($1,000,000.00), two million dollars ($2,000,000) general aggregate. Such 
insurance shall be primary over any coverage held by the City and shall name 
the City as an additional insured. 
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D.C. One (1) month Two (2) weeks prior to the facility rental, the Applicant 
shall submit a copy of the insurance policy declaration pageCertificate of 
Insurance to the City as evidence of acceptable insurance coverage. The 
following items shall be included on the certificate of insurance: 

 
i. Location of activity;  

 
ii. Type of proposed activity; 

 
ii.iii. If Alcohol is being served, the certificate must include language to 

indicate that “Liquor Liability is Included;” 
 

iii.iv. Separate Endorsement Sheet with additional insured endorsement 
attached; and 

 
iv.v. Effective date(s) of coverage. 

 
D. Insurance may be available through the Washington Cities Insurance 

Authority (WCIA) website under the Tenant User Liability Insurance Program 
(TULIP). 
 

 
5.0 GENERAL REGULATIONS 

 
5.01  Solicitation and Sale of Goods 
The solicitation or sale of goods, services, wares, merchandise, liquids, or edibles for 
human consumption, or the distribution or posting of any handbills, circulars, or signs is 
prohibited in any City of Sammamish facility or park, except by concession contract or 
by special use permit issued by the Parks and Recreation Department. 
 
5.02  Food and Beverage Service 

A. Food and beverage service is permitted at City Hall. Food and beverage 
service is allowed in the City Hall lobby area during weekend rentals only. 
 

B. Kitchen and food preparation areas at City Hall are not available for use by 
facility rental groups. 
 

C. Alcohol may be served at City Hall facilities according to the following 
regulations: 

 
i. Alcohol may be served during weekend rentals only and is restricted to 

the Council Chambers and the City Hall lobby. 
 

ii. Alcohol is prohibited in outdoor areas; including the Plaza and all 
areas of the Sammamish Commons, except by permission of the Parks 
and Recreation Director or his/her designee.  
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iii. Alcohol service may include beer, wine and champagne only. Liquor 

and other alcoholic beverages are prohibited.  
 

iv. Beer kegs are prohibited at City Hall. 
 

v. Private invitation-only banquets or gatherings are required to obtain 
and display aA Washington State Banquet Permit must be obtained 
and displayed in the room during the rentalfor the duration of the 
rental. Non-profit groups planning to sell alcohol during their event 
must obtain and display a Special Occasion License for the duration of 
the rental. Banquet Permits of Special Occasion licenses may be 
purchased online from the Washington State Liquor Control Board. A 
copy of the appropriate permit must be received by the City of 
Sammamish at least one (1) month seven (7) days prior to the rental.  
It is the sole responsibility of the Applicant to obtain and post the 
permit. 

 
vi. Alcohol service shall conclude at least one (1) hour prior to the end of 

the rental reservation.  
 

vii. The Applicant is responsible for the conduct and behavior of the 
participants and guests involved in the rental activity. Legal 
responsibility for the guestany participant’s consumption of alcohol 
during the rental activity, whether invited or not, rests with the 
Applicant. 

 
viii. Alcohol service that has not been approved by the City, or that has not 

met the above conditions, may result in immediate cancellation of the 
rental, forfeiture of the damage deposit, and/or additional fees.  

 
5.03  Equipment Usage 

A. The City provides a limited amount of equipment for use during rentals. 
Rental groups should consult with the City prior to booking their rental for a 
list of available equipment.  
 

B. Rental groups may elect to bring in additional equipment for use during their 
rental.  Equipment usage inside Council Chambers is subject to approval by 
the City. 

 
C. The overhead projector and the PowerPoint projector areis available for use 

by rental groups. Groups must provide their own computer. 
 

D. The video equipment, the dais and the computer system in the Council 
Chambers are not available for use by rental groups. 
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E. Users of the facility shall be responsible for providing all materials, supplies, 
and decorations to be used in conjunction with the rental. 

 
F. Delivery of equipment or other items for a rental must occur during the 

scheduled rental time.  City staff will not sign for delivery items and early 
deliveries will not be accepted. 

 
5.04  Minors 
Groups composed of minors shall be supervised by adults (18 years of age or older) at all 
times while using City Hall facilities.  

 
5.05  Maximum Room Capacities 
Maximum room capacities are designated by the City in cooperation with Eastside Fire 
and Rescue.  Rentals that exceed approved capacities may be cancelled immediately, and 
the entire damage deposit may be withheld and additional fees may apply. 
 
5.06  Set-Up 
Room set-up is the responsibility of the Applicant.  Set-up time must be included in the 
time period covered by the rental reservation.  Rental groups will not be allowed early 
access to the facility. 

 
 5.07  Clean-Up 

A. At the conclusion of the rental, all personal items must be removed from City 
facilities.  Rental groups are not allowed to store items in City facilities. 
 

B. The rental group is responsible for cleaning the facility.  City staff will 
provide cleaning equipment, supplies and assistance as necessary.  A staff 
person will conduct a post-event inspection at the conclusion of the event.  
The following items must be addressed to avoid additional charges: 

 
i. All City equipment shall be cleaned and returned to the proper storage 

location. 
 

ii. All decorations and personal items shall be removed from the facility. 
 

iii. All garbage cans shall be emptied and re-lined.  Garbage shall be 
deposited in the outdoor garbage receptacle. 

 
C.  Any cleaning and/or repairs that require staff time and materials will be 

deducted from the damage deposit and/or charged to the rental group.   
 

D. If a rental exceeds the time reserved, the applicant will be charged for the 
additional time and/or it may be deducted from the damage deposit. 

 
5.08  Amplified Sound 
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A. Use of amplified sound is permitted inside the Council Chambers during 
weekend rentals only. 
 

B. Use of amplified sound is not permitted in the Sammamish Commons Park 
except by special use permit issued by the Parks and Recreation 
DepartmentDirector or his/her designee. 

 
5.09  Decorations 

A. Freestanding decorations are permitted.  
 

B. Items may not be affixed to the ceiling, doors, columns, walls, light fixtures, 
or windows.  

 
C. Rice, birdseed, confetti, glitter and dance wax are prohibited. 

 
D. Damage resulting from the use of hooks, nails, push pins, staples, tape, or 

other adhesives will result in the loss of all or a portion of the damage deposit 
and may result in additional charges. 

 
5.10  Flammable Materials 
The use of flammable materials is prohibited inside City Hall. 

 
 5.11  Fog and Smoke Machines 

Fog and smoke machines are prohibited. Use of these machines may activate the fire 
alarm, and may resulting in immediate evacuation and/or possible cancellation of the 
rental, loss of all or a portion of the damage deposit and may result in additional charges. 

 
5.12  Tobacco Products Prohibited 
Tobacco products, vaporizers, electric cigarettes, cigars, pipes of any kind, including but 
not limited to hookah pipes, chewing tobacco, and other related products are prohibited 
inside City Hall.Tobacco products and electronic cigarettes are prohibited in all City 
parks, which includes City Hall. 

No Smoking 
Smoking is prohibited inside City Hall. 

 
5.13  Animals 
Animals are prohibited inside City Hall. This restriction does not apply to licensed or 
certified service animals. 

 
Adopted: 12/18/07 
Amended: 4/21/15 
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Meeting Date: April 21, 2015 Date Submitted: 4/16/2015 
 

Originating Department: Parks and Recreation 
 
Clearances: 
 Attorney ☐ Community Development ☐ Public Safety 

☐ Admin Services ☐ Finance & IT ☐ Public Works 

 City Manager  Parks & Recreation   

 

Subject:    Resolution adopting an amended policy for facility rentals at the Beaver Lake Lodge 
and Pavilion 

 
Action Required:    Adoption of resolution. 

 
Exhibits:    1. Resolution 

2. Amended Policy 
 

Budget:    N/A 
 

 

Summary Statement: 
In 2007, the City Council adopted a policy regarding facility rentals at the Beaver Lake Lodge and 
Pavilion. Both of these facilities are used primarily by community groups and private parties and only 
occasionally for City purposes. None of the basic tenets of this policy are proposed to be amended. 
There are, however, changes proposed in the following categories: 
 

• Minor edits, primarily clarifying language and re-wording. 
• Revisions to reflect current operating practices. 
• Updates to reflect recommendations and policy direction from Washington Cities Insurance 

Authority (WCIA), the City’s insurance provider. 
• Policy changes based on legal review by the City attorney. 

 
Upon adoption, the amended policy will take effect on May 1, 2015. Staff will utilize the time in between 
the date of adoption and the effective date to update the facility rental forms and the website. 
 
Background: 
The proposed policy amendments to the Beaver Lake Lodge and Pavilion facility rental policy are further 
described below. 
 

1. In the definitions section, added a definition for “dusk,” “resident” was clarified to include both 
residential addresses and business addresses, and the Pavilion hours were added to the 
definitions of “Weekday Rentals” and “Weekend Rentals.” 
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2. Non-Discrimination language modified (section 3.03) 
The words, “or any other unlawful basis,” were added to the non-discrimination section. 
 

3. Non-Endorsement language modified (section 3.04) 
The non-endorsement section was modified to include the terms, “mission or purpose.” 
 

4. Striking the section prohibiting firearms (former section 3.05) 
RCW 9.41.290 preempts a city’s authority to enact local laws that prohibit possession of 
firearms on city-owned property or in city-owned facilities. See RCW 9.41.290 and RCW 9.41.300 
(certain limited exceptions noted therein); see also AGO 2008 No. 8. 

 
5. Liability language modified (section 3.06) 

Includes revised liability language provided by WCIA. 
 

6. Security at applicant’s expense (section 3.07) 
Clarifies that if security is required for a facility rental, it will be at the Applicant’s expense.  
 

7. Policy Interpretation final and binding (section 3.12) 
Clarifies that any interpretations of the policy made by the City Manager or his/her designee are 
final and binding.  
 

8. Modifications to Facility Reservations (section 4.01) 
Section 4.01(E) identifies specific rental hours for the Pavilion. 
 
Section 4.01(G) was modified to require a minimum of 14 days advance notice for all reservation 
requests.  

 
9. Damage deposits – minor changes (section 4.03) 

Section 4.03(A) Increased the attendance threshold for damage deposits from 50 to 100. This is 
consistent with current practices and damage deposits for smaller groups that are not serving 
food and/or beverages are not needed. 
 
Section 4.03(B)(ii) modified the policy language to include flooring in the list of items evaluated 
for damage at the conclusion of an event.  
 
Section 4.03(C) extended the refund processing time for damage deposits from four weeks to six 
weeks. 

 
10. Insurance requirements revised (section 4.06) 

Revised language to identify specific instances when liability insurance will be required. This 
section also clarifies the amount of coverage, the date proof of insurance is due to the City (one-
month in advance), and additional insurance declarations needed when alcohol is served. These 
suggested changes were provided by WCIA. The policy also includes a reference to the Tenant 
User Liability Insurance Program (TULIP) (provided by WCIA), which is available to private rental 
groups seeking liability insurance. 
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11. Clarification of alcohol service area (section 5.02(B)(i)) 
Statement added clarifying that alcohol is allowed on the front porch of the Beaver Lake Lodge. 
This area is considered and extension of the Lodge. Alcohol consumption is not allowed in any 
other areas of Beaver Lake Park. 
  

12. Permits required for alcohol service (section 5.02(B)(iv)) 
At the request of WCIA, amended the language regarding Washington State Banquet permits to 
include the requirement for a “Special Occasion License” for non-profits desiring to sell alcohol 
at a function. Other minor wording changes were included in this section as well. 
 

13. Legal responsibility for alcohol consumption (section 5.02(C)(vi)) 
Added language to clarify that legal responsibility for a participant’s consumption of alcohol 
during the facility rental rests with the Applicant. 

 
14. Inflatable toys no longer allowed (5.03(E)) 

The section allowing inflatable toys has been stricken. This is at the recommendation of WCIA 
and due to increased liability and risk of serious injury associated with the use of inflatable 
toys/bouncy houses. This policy change applies to rentals only and does not impact City 
sponsored or co-sponsored events. New section 5.03(E) was updated to reflect this change. 
 

15. Tobacco products prohibited (section 5.13) 
This section was revised to comply with the recently amended Sammamish Municipal Code, 
Chapter 7.12, regarding the prohibition of tobacco products in parks. 
 

16. Minor edits  
A number of minor edits (grammatical changes, clarification of wording etc.) were made 
throughout the policy document and are noted using track changes.  
 

Financial Impact: 
No financial impact. 
 
Recommended Motion:  
Approve the resolution adopting an amended policy for facility rentals at the Beaver Lake Lodge and 
Pavilion. 
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CITY OF SAMMAMISH 
WASHINGTON 

RESOLUTION NO. R2015-XXX 
____________________________________________________________________________________ 
 
  A RESOLUTION OF THE CITY OF SAMMAMISH, 

WASHINGTON, ADOPTING AN AMENDED POLICY FOR 
FACILITY RENTALS AT THE BEAVER LAKE LODGE AND 
PAVILION. 

 
 WHEREAS, the City of Sammamish assumed ownership of Beaver Lake Park on January 1, 
2003; and 
 
 WHEREAS, the Beaver Lake Lodge and Pavilion facilities within Beaver Lake Park are 
dedicated for community use and may be reserved for private party use and for non-profit use; and 
 
 WHEREAS, the City of Sammamish Municipal Code, Chapter 7.12 provides general 
guidelines for public facility use; and 
 
 WHEREAS, a previous policy governing facility rentals at the Beaver Lake Lodge and 
Pavilion was approved by Resolution 2007-293; and 
 
 WHEREAS, the City of Sammamish now desires to update the previously adopted policy. 
 
 NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF SAMMAMISH, 
WASHINGTON, DOES RESOLVE AS FOLLOWS: 
 
 Section 1.  Policy on Facility Rental, Adopted.  The City Council hereby adopts a policy 
for facility rentals at the Beaver Lake Lodge and Pavilion, attached hereto as Exhibit “A” and 
incorporated herein by reference. 
 
 Section 2.  Effective Date.  The effective date of this Policy shall be May 1, 2015. 
 
   
 PASSED BY THE CITY COUNCIL AT A REGULAR MEETING THEREOF ON 
THE 21st DAY OF APRIL, 2015. 
 
 
 CITY OF SAMMAMISH 
 
 APPROVED 
 
 
 ______________________________ 
 Mayor Thomas E. Vance 
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ATTEST/AUTHENTICATED: 
 
 
______________________________ 
Melonie Anderson, City Clerk 
 
 
 
Approved as to form: 
 
 
______________________________ 
Michael R. Kenyon, City Attorney 
 
 
 
 
 
Filed with the City Clerk:  April 16, 2014 
Passed by the City Council:   
Resolution No.:    
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   CITY OF SAMMAMISH 
POLICIES AND PROCEDURES 

 
Subject: Department: 
 BEAVER LAKE LODGE AND PAVILION FACILITY   PARKS 
 RENTALS Number: 
   076.01.01 
Effective Date: Supersedes: Approved By: Date: 
01/01/08 05/01/15 R2007-293 N/A City Council 12/04/07 04/21/15 

 
1.0  PURPOSE 

 
To establish a policy for rental of the Lodge and Pavilion at Beaver Lake Park. 

 
2.0  DEFINITIONS 
 

Applicant:  Refers to individuals or groups reserving a facility and completing a facility 
usage/rental application. 
 
Business Hours:  8:30 AM to 5 PM, Monday through Friday, except holidays. 

 
City Hall:  Building located at Sammamish Commons at 801 - 228th Avenue SE. 

 
Commercial:  Individuals, groups or businesses engaged in profit making activities that 
charge admissions, class fees for services, sell tickets, food or other items, solicit funds or 
donations, offer other money-making activities or promote a commercial business. 
 
City Co-Sponsored:  City provides funding or in-kind services in the support of a 
program, activity, special event or meeting. 
 
City Sponsored:  City funded, operated and managed programs, activities, special events 
or meetings. 
 
Dusk:  The time at which the sun is 6 degrees below the horizon.  At this time and under 
good weather conditions, there is enough light for objects to be clearly distinguishable.  
Outdoor activities without artificial illumination should end at this time. A civil twilight 
schedule will be used to establish this time of day throughout the year. 
 
Lake:  Beaver Lake. 
 

 Lodge:  The log cabin located at 25101 SE 24th Street in Beaver Lake Park. 
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Long-Term Rentals:  Rentals that book a consistent day and time for three (3) or more 
consecutive months.  

 
Park:  Beaver Lake Park. 
 
Pavilion:  The open air, wood structure located in Beaver Lake Park between the Lodge 
and the Lake. 
 
Resident:  Individuals whose primary residential or business address is within the City 
limits of the City of Sammamish. 

 
Weekday Rentals:  Lodge: Monday through Thursday 8 AM to 10 PM and Friday 8 AM 
to 6 5 PM. Pavilion: Monday through Friday 8 AM to Dusk. 

 
Weekend Rentals:  Lodge: Friday 6 5 PM to midnight; Saturday 8 AM to midnight; and 
Sunday 8 AM to 10 PM. Pavilion: Saturday and Sunday 8 AM to Dusk. 

 
 
3.0  POLICY 
 

All Lodge and Pavilion rentals are to be in accordance with the following policies: 
 

3.01  Purpose of Rentals 
City facilities may be reserved for civic, non-profit/not-for-profit, recreational and non-
commercial purposes. City facilities may not be used for commercial purposes except by 
concession contract or by special use permit issued by the Parks and Recreation 
DepartmentDirector or his/her designee. 
 
3.02  Right of Refusal 
The City reserves the right to limit or deny facility rentals due to staff availability, 
incompatibility of the rental request with the City’s facilities or for other similar reasons.  
 
3.03  Non-Discrimination 
The City does not discriminate on the basis of race, creed, color, national origin, religion, 
gender, marital status, age, sexual orientation, political affiliation, or sensory, mental or 
physical disability or any other unlawful basis. Any persons or group using City facilities 
must follow the same non-discriminatory policy.  
 
3.04  Non-Endorsement 
Permission to use City facilities does not constitute an endorsement of an Applicant’s 
person’s or group’s philosophies, policies, or beliefs, mission or purpose. 

 
3.05  Firearms 
Firearms or weapons of any sort are not permitted in City facilities or on City property.  
This restriction shall not apply to on-duty law enforcement officers.   
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3.05  Facility Usage Priority 
City programs and activities take precedence over all other facility usage requests.  City 
sponsored or co-sponsored public meetings, public events, public activities and 
organizations that have a contractual relationship with the City take precedence over non-
City sponsored or non-co-sponsored events. The same priority structure applies to facility 
resources, including tables, chairs and other equipment. 
 
3.06  Liability 

A. The Applicant agrees to defend, indemnify and hold the City, its elected 
officials, officers, employees, agents, and volunteers harmless from any and 
all claims, demands, losses, actions and liabilities, including costs or 
attorney’s fees, to or by any and all persons or entities, including, without 
limitation, their respective agents, licensees, or representatives, arising from, 
resulting from or connected with the Applicant’s use of the facility or by the 
Applicant’s breach of the rental agreement, except for such injury or damage 
as shall have been occasioned by the sole negligence of the City.to the extent 
caused by negligent acts, errors or omissions of the Aapplicant , or by the 
Aapplicant’s breach of this agreement. 
 

B. The City is not responsible for the loss, theft or damage to the Applicant’s 
propertylost, stolen or damaged items. 

 
3.07  Security 
The City reserves the right to require and establish ratios of security personnel and/or 
adult supervision to monitor the safety and welfare of the attendees of any function at 
City facilities at the Applicant’s expense. 
 
3.08  Special Conditions 
The City reserves the right to add requirements or restrictions, including but not limited 
to the payment of an additional damage deposit as a condition of the rental.  

 
3.09  Facility Rental Fees 

A. Facility rental fees are established by the City Council.  Rental fees are 
generally reviewed on an annual basis and adjusted using a comparative rental 
fee study. Facility rental fees are subject to change without notice. A copy of 
the current fee schedule is available at City Hall and on the City’s website. 
online.. 
 

B. A resident discount may be established for certain City facilities.  Applicants 
must provide proof of residency to qualify for the resident discount.   

 
3.10  Cancellation 

A. The City reserves the right to close a facility or cancel a rental at anytime due 
to an emergency, severe weather, situations that may result in facility damage 
or personal injury or for any other reason deemed necessary by the Parks and 
Recreation Director or his/her designee.  
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B. A full refund will be issued for City -initiated cancellations. 

 
3.11  Policy Violation 
Violation of these policies may result in the immediate termination of the rental or the 
usage agreement with or without a refund. 

 
3.12  Policy Interpretation 
The City Manager or his/her designee shall make any necessary interpretations of this 
policy, and such interpretations shall be final and binding. 

 
4.0 PROCEDURE 
 

4.01  Facility Reservations 
A. Scheduling of the Lodge and the Pavilion are done through the Parks and 

Recreation Department, located at City Hall. Rental applications are accepted 
on a first-come, first-served basis, Monday through Friday during business 
hours only.   

 
B. An application for use of the facility must be made by a person eighteen (18) 

years of age or older. 
 

C. The Applicant must be on site for the entire duration of the rental. 
 

D. The Lodge is and the Pavilion are subject to availability and may be reserved 
during the following times: 

 
Monday – Thursday  8 AM – 10 PM 
Friday – Saturday  8 AM – Midnight 
Sunday   8 AM – 10 PM 

 
E. The Pavilion is subject to availability and may be reserved during the 

following times: 
 
Monday – Sunday   8 AM – Dusk 
 

E.F. Reservations may be made up to three (3) months in advance for Weekday 
Rentals and up to twelve (12) months in advance for Weekend Rentals.   
 

F.G. Rental requests must be made at least fourteen (14) seven (7) days in 
advance of the rental date for wWeekday rRentals.  Reservations must be 
made at least thirty (30) days in advance of the rental date for weekend 
rentals.  Reservation requests received with less notice than previously 
specified may not be accommodated. 
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G.H. The City does not “hold” rental dates. Reservations are confirmed and the 
rental date and time are secured once after the rental application has been 
approved and fifty percent (50%) of the rental fees have been paid. If the 
down payment is not received within two (2) weeks of booking the event, the 
event will be cancelled. 

 
H.I. The facility is reserved by thein half hour increments. Weekday Rentals 

require a two (2) hour minimum reservation. Weekend Rentals require a six 
(6) hour minimum reservation for both facilities. 

 
I.J. Reservation requests on City observed holidays are processed at the Weekend 

Rental rates. 
 

J.K. Long-term and ongoing rentals require approval by the Parks and 
Recreation Director or his/her designee. In most cases, requests for ongoing 
rentals will be approved for no more than six (6) months at a time.   

 
K.L. All reservation requests are subject to review and approval by the Parks 

and Recreation Director or his/her designee. 
 

4.02  Payment for Facility Rentals 
Fifty percent (50%) of the rental fees are due at the time of booking. The balance and the 
damage deposit are due two (2) months in advance of the reservation. 

 
4.03  Damage Deposits 

A. Rental groups that exceed one-hundred (100) fifty (50) people and/or groups 
serving food and/or beverages during the facility rental are required to pay the 
damage deposit. 
 

B. Damage deposits are fully refundable provided the following conditions are 
met: 

 
i. The rented facility is left in a clean and orderly manner.  

 
i.ii.  The flooring was not stained or damaged as a result of the rental. 

 
ii.iii. The facility was not damaged as a result of the rental. 

 
iii.iv. Use of the facility did not exceed the scheduled reservation time. 

 
iv.v. All facility equipment is accounted for and not damaged or broken. 

 
v.vi. Additional staff time was not required as part of the rental. 

 
vi.vii. All rules/guidelines governing rental use of the City facilities were 

met. 
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C. If all conditions are met to the satisfaction of the City, a refund will be 

processed within six (6) four (4) weeks of the rental date.  If the conditions are 
not met to the satisfaction of the City, an appropriate fee will be deducted 
from the damage deposit.  If necessary, rental groups will be charged to cover 
any additional costs incurred by the City as a result of the rental. 
 

D. Appeals regarding the decision to withhold all or a portion of a damage 
deposit shall be directed to the Parks and Recreation Director or his/her 
designee. 

 
4.04  Rental Cancellations 

A. Rental cancellations will result in a non-refundable cancellation fee of twenty 
percent (20%) of the rental fees, regardless of the amount of notice given. 
 

B. Cancellations made with less than a two (2) months’ advance notice will result 
in a non-refundable cancellation fee of fifty percent (50%) of the rental fees. 
 

C. Cancellations made with less than two (2) weeks’ advance notice will not be 
refunded. 

 
D. Appeals regarding the application of a cancellation fee shall be directed to the 

Parks and Recreation Director or his/her designee. 
 

4.05  Rental Date and Time Changes 
A. All facility rental date and time change requests are subject to staff and 

facility availability.   
 

B. Additional rental time must be paid for in full at the time the request for 
additional time is made.   

 
C. Refunds will not be issued for a reduction in rental hours if the request is 

received with less than two (2) months’ advance notice. 
 

4.06  Insurance Requirements 
A. Liability insurance naming the City of Sammamish as an additional insured is 

required when any of the following apply: 
 

a. Alcohol will be served;  
 

b. The event is open to the public;  
 

c. Admission fees will be collected for the event or fees collected for 
anything provided during the event (e.g. fees for goods, food, dues 
etc.); 
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d. Law enforcement or security will be required; and/or 
 

e. For other reasons as deemed necessary by the Parks and Recreation 
Director or his/her designee. 

for rentals groups serving alcohol, for events that exceed one-hundred (100) 
people or for other reasons as deemed necessary by the Parks and Recreation 
Director or his/her designee. 
 

A.B. Applicants required to obtain insurance shall provide proof of Commercial 
General Liability insurance in the amount of one million dollars 
($1,000,000.00) per occurrence, two million dollars ($2,000,000) general 
aggregate. Such insurance shall be primary over any coverage held by the City 
and shall name the City as an additional insured. 
 

B.C. One (1) month Two weeks prior to the facility rental, the Applicant shall 
submit a copy of the insurance policy declaration page Certificate of 
Insurance to the City as evidence of acceptable insurance coverage.  The 
following items shall be included on the Certificate of Insurance: 

 
i. Location of activity; 

 
ii. Type of proposed activity; 

 
iii. If Alcohol is being served, the certificate must include language to 

indicate that “Liquor Liability is Included;” 
 

iv. Separate Endorsement Sheet with additional insured endorsement 
attached; and, 

 
v.  Effective date(s) of coverage. 

 
D. Insurance may be available through the Washington Cities Insurance 

Authority (WCIA) website under the Tenant User Liability Insurance Program 
(TULIP). 

 
5.0 GENERAL REGULATIONS 

 
5.01  Solicitation and Sale of Goods 
The solicitation or sale of goods, services, wares, merchandise, liquids, or edibles for 
human consumption, or the distribution or posting of any handbills, circulars, or signs is 
prohibited in any City of Sammamish facility or park, except by concession contract or 
by special use permit issued by the Parks and Recreation Department. 
 
5.02  Food and Beverage Service 

A. Food and beverage service is permitted at the Lodge and the Pavilion during 
all rentals.  
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B. Alcohol may be served in the Lodge according to the following regulations: 

 
i. Alcohol is prohibited in outdoor areas; including the Park and the 

Pavilion, except by permission of the Parks and Recreation Director or 
his/her designee. This provision does not apply to the front porch of 
the Beaver Lake Lodge. 

 
ii. Alcohol service may include beer, wine, and champagne only. Liquor 

and other alcoholic beverages are prohibited.  
 

iii. Beer kegs are permitted, provided the kegs are located in the kitchen. 
and the beer is served by a licensed bartender. 

 
iv. Private invitation-only banquets or gatherings are required to obtain 

and display a Washington State Banquet Permit for the duration of the 
rental. Groups planning to sell alcohol during their event must obtain 
and display a Special Occasion License for the duration of the rental. 
Banquet Permits of Special Occasion licenses may be purchased 
online from the Washington State Liquor Control Board. A copy of the 
appropriate permit must be received by the City of Sammamish at least 
one (1) month prior to the rental.  It is the sole responsibility of the 
Applicant to obtain and post the permit.A Washington State Banquet 
Permit must be obtained and displayed in the room during the rental.  
A copy of the permit must be received by the City of Sammamish at 
least seven (7) days prior to the rental.  It is the sole responsibility of 
the Aapplicant to obtain and post the permit. 

 
v. Alcohol service shall conclude at least one (1) hour prior to the end of 

the rental reservation.  
 

vi. The Applicant is responsible for the conduct and behavior of the 
participants and guests involved in the rental activity. Legal 
responsibility for the guestany participant’s consumption of alcohol 
during the rental activity, whether invited or not, rests with the 
Applicant. 

 
vii. Alcohol service that has not been approved by the City, or that has not 

met the above conditions, may result in immediate cancellation of the 
rental, forfeiture of the damage deposit, and/or additional fees.  

 
5.03  Equipment 

A. The City provides a limited amount of equipment for use during rentals.  
Applicants should consult with the City prior to booking their rental for a list 
of available equipment.  
 

Beaver Lake Lodge and Pavilion Facility Rentals 8 

Exhibit 2



B. Rental groups may elect to bring in additional equipment for use during their 
rental. Equipment use inside the Lodge or at the Pavilion is subject to prior 
approval by the Parks and Recreation Director or his/her designee. 

 
C. Users of the facility shall be responsible for providing all materials, supplies, 

and decorations to be used in conjunction with the rental. 
 

D. Delivery of equipment or other items for a rental must occur during the 
scheduled rental time. City staff will not sign for delivery items, and early 
deliveries will not be accepted. 

 
E. Inflatable toys are permitted in some areas of the pPark, withprovided prior 

approval of the Parks and Recreation Director or his/her designee is obtained.  
Sand bags are required to anchor approved inflatable toys.  Grounds stakes 
may not be used to anchor equipment. 

 
F.E. Dunk tanks, trackless trains, inflatable toys and other similar equipment, 

rides or features are prohibited.  
 

5.04  Minors 
Groups composed of minors shall be supervised by adults (18 years of age or older) at all 
times while using the Lodge or the Pavilion.   

 
5.05  Maximum Room Capacities 
Maximum room capacities are designated by the City in cooperation with Eastside Fire 
and Rescue. Rentals that exceed approved capacities may be cancelled immediately, and 
the entire damage deposit may be withheld and additional fees may apply. 

 
5.06  Set-Up 
Facility set-up is the responsibility of the rental groupApplicant. Set-up time must be 
included in the time period covered by the rental reservation. Rental groups will not be 
allowed early access to the facility. 

 
 5.07  Clean-Up 

A. At the conclusion of the rental, all personal items must be removed from City 
facilities. Rental groups are not allowed to store items in City facilities. 
 

B. The rental group is responsible for cleaning the facility. City staff will provide 
cleaning equipment, supplies and assistance as necessary. A staff person will 
conduct a post-event inspection at the conclusion of the event. The following 
items must be addressed to avoid additional charges: 

 
i. All City equipment shall be cleaned and returned to the proper storage 

location. 
 

ii. All decorations and personal items shall be removed from the facility. 
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iii. All garbage cans shall be emptied and re-lined.  Garbage shall be 

deposited in the outdoor garbage receptacle. 
 

C.  Any cleaning and/or repairs that require staff time and materials will be 
deducted from the damage deposit and/or charged to the rental group.   
 

D. If a rental exceeds the time reserved, the Applicant will be charged for the 
additional time and/or it may be deducted from the damage deposit. 

 
5.08  Amplified Sound 

A. Use of amplified sound is permitted inside the Lodge.   
 

B. Use of amplified sound is not permitted at the Pavilion except by special use 
permit issued by the Parks and Recreation Director or his/her 
designeeDepartment. 

 
5.09  Decorations 

A. Freestanding decorations are permitted.   
 

B. Pre-set hooks and nails may be used to hang decorations; otherwise, items 
may not be affixed to the ceiling, doors, columns, walls, light fixtures, or 
windows.  

 
C. Rice, birdseed, confetti, glitter, and dance wax are prohibited. 

 
D. Damage resulting from the use of hooks, nails, push pins, staples, tape, or 

other adhesives will result in the loss of all or a portion of the damage deposit 
and may result in additional charges. 

 
5.10  Flammable Materials 

A. Floating candles are permitted in the Lodge. The wick of the candle must be at 
least four (4) inches below the opening of the candleholder and trimmed to a 
height of ½” or less. Candles must be floating in water. 

 
B. The use of all other flammable materials is prohibited inside the Lodge. 

 
 5.11  Barbecues 

A. The use of barbecues is restricted to the grass and outdoor areas around the 
Lodge and/or the Pavilion. Barbecues are not allowed inside the Lodge or 
inside the covered area of the Pavilion.  
 

B. Residential, kettle-style, or propane-style barbecues are allowed. Commercial-
style or large pit barbecues are not allowed, except by permission of the Parks 
and Recreation Director or his/her designee.  
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C. It is the responsibility of the rental group to dispose of ashes and briquettes in 
the coal bin next to the Pavilion. 

 
5.12  Fog and Smoke Machines 
Fog and smoke machines are prohibited. Use of these machines may activate the fire 
alarm and may, resulting in immediate evacuation and/or  possible cancellation of the 
rental, loss of all or a portion of the damage deposit and may result in additional charges.. 

 
 5.13  Tobacco and Related Products ProhibitedSmoking 

Smoking isTobacco products and electronic cigarettes Tobacco products, vaporizers, 
electric cigarettes, cigars, pipes of any kind, including but not limited to hookah pipes, 
chewing tobacco, and other related products are prohibited in SammamishCity parks, 
which includes the Lodge and the Pavilion. inside the Lodge. 
 
5.14  Animals 

A. Animals are prohibited inside the Lodge. This restriction does not apply to 
licensed or certified service animals. 
 

B. Pony rides and other live animal features or demonstrations are prohibited in 
all areas of the Park. 

 
 
 
Adopted: 12/04/07 
Amended: 04/21/15 
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Meeting Date: April 21, 2015 Date Submitted: 4/16/2015 
 

Originating Department: Parks and Recreation 
 
Clearances: 
 Attorney ☐ Community Development ☐ Public Safety 

☐ Admin Services ☐ Finance & IT ☐ Public Works 

 City Manager  Parks & Recreation   

 

Subject:    Resolution adopting an amended policy for Athletic Field rentals. 
 

Action Required:    Adoption of resolution. 
 

Exhibits:    1. Resolution 
2. Amended Policy 

 
Budget:    N/A 

 

 

Summary Statement: 
In 2007, the City Council adopted a policy regarding Athletic field rentals. This policy applies to both the 
synthetic turf fields and the natural turf (grass) fields. The policy established the “priority scheduling 
process,” which created a method for equitably allocating field time. This process is still used today and 
has proven to be effective in managing a high demand for field time. Also important to note that this 
policy established field usage priority, which among other things grants priority use to youth leagues in 
Sammamish. None of the basic tenets of this policy are proposed to be amended. There are, however, 
changes proposed in the following categories: 
 

• Minor edits, primarily clarifying language and re-wording. 
• Revisions to reflect current operating practices. 
• Updates to reflect recommendations and policy direction from Washington Cities Insurance 

Authority (WCIA), the City’s insurance provider. 
• Policy changes based on legal review by the City attorney. 

 
Upon adoption, the amended policy will take effect on May 1, 2015. Staff will utilize the time in between 
the date of adoption and the effective date to update the facility rental forms and the website. 
 
Background: 
The proposed policy amendments to the Athletic Field rental policy are further described below. 
 

1. In the definitions section, modified the definition for “dusk” and “resident” was clarified to 
include both residential addresses and business addresses. 
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2. Non-Discrimination language modified (section 3.03) 
The words, “or any other unlawful basis,” were added to the non-discrimination section. 
 

3. Non-Endorsement added (section 3.04) 
The non-endorsement section was added, consistent with the other facility rental policies. 
 

4. Striking the section prohibiting firearms (former section 3.04) 
RCW 9.41.290 preempts a city’s authority to enact local laws that prohibit possession of 
firearms on city-owned property or in city-owned facilities. See RCW 9.41.290 and RCW 9.41.300 
(certain limited exceptions noted therein); see also AGO 2008 No. 8. 

 
5. Liability language modified (section 3.06) 

Includes revised liability language provided by WCIA. 
 

6. Security at applicant’s expense (section 3.07) 
Clarifies that if security is required for a facility rental, it will be at the Applicant’s expense.  
 

7. Policy Interpretation final and binding (section 3.12) 
Clarifies that any interpretations of the policy made by the City Manager or his/her designee are 
final and binding.  
 

8. Modifications to Facility Reservations (section 4.01) 
Section 4.01(E) changed the deadline for the fall priority schedule process to May 1 (previously 
June 1). This is consistent with current scheduling practices. 
 
Section 4.01(F) was modified to require a minimum of 14 days advance notice for all reservation 
requests.  
 
Section 4.01(G) modified the hours of use on the Community Sports field to reflect current 
practices. Usage times are established in cooperation with the School Districts. 
 
Section 4.01(I) modified the block booking schedule for the Community Sports fields based on 
the changes to the hours of use in section 4.01(G). 

 
9. Field lights required post-dusk (section 4.04) 

Language added clarifying that field lights are required after dusk. A number of our rental 
groups would prefer not to pay the additional fee for field lights, but due to safety concerns this 
is not an option after dusk. 
 

10. Insurance requirements revised (section 4.08) 
Revised language to identify specific instances when liability insurance will be required. This 
section also clarifies the amount of coverage needed and the date proof of insurance is due to 
the City (one-month in advance). These suggested changes were provided by WCIA. The policy 
also includes a reference to the Tenant User Liability Insurance Program (TULIP) (provided by 
WCIA), which is available to private rental groups seeking liability insurance. 
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11. Tobacco products prohibited (section 5.03) 
This section was revised to comply with the recently amended Sammamish Municipal Code, 
Chapter 7.12, regarding the prohibition of tobacco products in parks. 
 

12. Field use restrictions modified/clarified. 
Section 5.06 clarifies that equipment or temporary structures brought onto the athletic fields 
must be approved in advance. There are many types of equipment associated with athletic play 
(pitching machines, goals etc.) and some types of equipment may damage our fields. Use of 
equipment, other than what is already provided, needs to be coordinated with our maintenance 
staff in advance. 
 
Section 5.07(B) clarifies that damage caused by motorized vehicles (whether or not the use of 
the vehicles was approved) will be billed to the applicant. On occasion, leagues have driven 
vehicles onto the natural turf fields to perform field work and the weight of the vehicle caused 
significant damage. 
 
Section 5.08 clarifies that accommodations may be made for special field lining/marking on the 
fields, but this too needs to be coordinated and approved in advance. Specifically, the synthetic 
turf fields require the use of special paint to prevent damage to the turf and this work needs to 
be performed by City maintenance staff. 
 
As is consistent with the other changes, Section 5.09 clarifies that all field modifications 
(basically anything not covered in the above sections) requires advance approval. 
 

13. Animals prohibited (section 5.10) 
This section was modified to comply with the recently amended Sammamish Municipal Code, 
Chapter 7.12, which now prohibits animals, with the exception of service animals, on all athletic 
fields. 

 
14. Minor edits  

A number of minor edits (grammatical changes, clarification of wording etc.) were made 
throughout the policy document and are noted using track changes.  
 

Financial Impact: 
No financial impact. 
 
Recommended Motion:  
Approve the resolution adopting an amended policy for Athletic Field rentals. 
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CITY OF SAMMAMISH 
WASHINGTON 

RESOLUTION NO. R2015-XXX 
____________________________________________________________________________________ 
 
  A RESOLUTION OF THE CITY OF SAMMAMISH, 

WASHINGTON, ADOPTING AN AMENDED POLICY FOR 
ATHLETIC FIELD RENTALS. 

 
 WHEREAS, the City of Sammamish owns and operates a number of public park facilities; 
and 
 
 WHEREAS, many of the City park facilities include athletic fields that may be reserved for 
private facility rentals; and 
 
 WHEREAS, the City of Sammamish Municipal Code, Chapter 7.12 provides general 
guidelines for public facility use; and 
 
 WHEREAS, the City of Sammamish has entered into Interlocal Agreements with the Issaquah 
School District and the Lake Washington School District concerning management and scheduling of 
the Community Sports Fields at Skyline High School and Eastlake High School; and 
 
 WHEREAS, the City of Sammamish prioritizes athletic field use for youth athletic leagues in 
the greater Sammamish area; and 
  
 WHEREAS, a previous policy governing facility rentals of City athletic fields was approved 
by Resolution 2007-295; and 
 
 WHEREAS, the City of Sammamish now desires to update the previously adopted policy. 
 
 NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF SAMMAMISH, 
WASHINGTON, DOES RESOLVE AS FOLLOWS: 
 
 Section 1.  Policy on Athletic Field Rental, adopted.  The City Council hereby adopts the 
amended policy for athletic field rentals, attached hereto as Exhibit “A” and incorporated herein 
by reference. 
 
 Section 2.  Effective Date.  The effective date of this Policy shall be May 1, 2015. 
 
   
 PASSED BY THE CITY COUNCIL AT A REGULAR MEETING THEREOF ON 
THE 21st DAY OF APRIL, 2015. 
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 CITY OF SAMMAMISH 
 
 APPROVED 
 
 
 ______________________________ 
 Mayor Thomas E. Vance 
 
 
ATTEST/AUTHENTICATED: 
 
 
______________________________ 
Melonie Anderson, City Clerk 
 
 
 
Approved as to form: 
 
 
______________________________ 
Michael R. Kenyon, City Attorney 
 
 
 
 
 
Filed with the City Clerk:  April 16, 2015 
Passed by the City Council:   
Resolution No.:  
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   CITY OF SAMMAMISH 
POLICIES AND PROCEDURES 

 
Subject: Department: 
 ATHLETIC FIELD RENTALS  PARKS 
  Number: 
   076.01.03 
Effective Date: Supersedes: Approved By: Date: 
01/01/08 05/01/15 N/A R2007-295 City Council 12/04/07 04/21/15 

 
 
1.0  PURPOSE 

 
To establish a policy for athletic field rentals at City of Sammamish facilities. 

 
2.0  DEFINITIONS 
 

Applicant:  Refers to individuals or groups reserving a facility and completing a facility 
usage/rental application. 
 
Artificial Turf Fields:  Field surface is comprised of synthetic materials. 
 
Business Hours:  8:30 am to 5 PM,. Monday through Friday, except holidays. 

 
City Hall:  Building located at Sammamish Commons at 801 - 228th Avenue SE. 

 
City Co-Sponsored:  City provides funding or in-kind services in the support of a 
program, activity, special event or meeting. 
 
City Sponsored:  City funded, operated and managed programs, activities, special events 
or meetings. 

 
Commercial:  Individuals, groups, or businesses engaged in profit making activities that 
charge admissions, class fees for services, sell tickets, food or other items, solicit funds or 
donations, offer other money-making activities or promote a commercial business. 
 
Community Sports Fields:  Artificial turf fields managed via an interlocal agreement 
with the local School Districts. 
 
Dusk:  The time at which the sun is 6 degrees below the horizon.  At this time and under 
good weather conditions, there is enough light for objects to be clearly distinguishable.  
Outdoor activities without artificial illumination should end at this time.When the limit of 
twilight illumination is sufficient, under good weather conditions, for terrestrial objects to 
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be clearly distinguished. A civil twilight schedule will be used to establish this time of 
day throughout the year. 
 
Fall Season:  August 1 to November 30 
 
Field Turn Back(s):  Process of releasing fields previously scheduled as part of the 
priority scheduling process with no financial penalty during a certain window of time. 
 
Leagues:  An organization representing multiple teams that collects registrations and fees 
and provides teams with practice and game schedules. 
 
Natural Turf Fields:  Field surface is comprised of soil, grass, or a mix of the two. 
 
Priority Scheduling:  Process in which leagues are allowed to schedule before the fields 
are available for booking by the general public. 

 
Resident:  Individuals whose primary residential or business address is within the City 
limits of the City of Sammamish or leagues comprised of a minimum of fifty percent 
(50%) of City of Sammamish residents. 
 
School Year:  Beginning of the fall high school sports season as defined by the 
Washington Interscholastic Activities Association (“WIAA”) (typically mid-August) to 
the last day of school year. 

 
Spring/Summer Season:  March 1 to July 31. 
 
Summer Recess:  Day after the last day of school year to the beginning of the fall high 
school sports season as defined by the WIAA (typically mid-August). 

 
Winter Season: December 1 to February 28/29. 
 
Youth Leagues:  Leagues serving youth ages eighteen (18) and under. 
 

 
3.0  POLICY 
 

All athletic facility rentals are to be in accordance with the following policies: 
 

3.01  Purpose of Rentals 
Athletic fields may be reserved for civic, non-profit/not-for-profit, recreational and non-
commercial purposes.  Athletic fields may not be used for commercial purposes except 
by concession contract or by special use permit issued by the Parks and Recreation  
Director or his/her designeeDepartment. 
 
3.02  Right of Refusal 
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The City reserves the right to limit or deny field rentals due to staff availability, 
incompatibility of the rental request with the City’s facilities, or for other similar reasons.  

 
3.03  Non-Discrimination 
The City does not discriminate on the basis of race, creed, color, national origin, religion, 
gender, marital status, age, sexual orientation, political affiliation, or sensory, mental or 
physical disability or any other unlawful basis. Any persons or group using City facilities 
must follow the same non-discriminatory policy.  
 
3.04  Non-Endorsement 
Permission to use City facilities does not constitute an endorsement of an Applicant’s 
philosophies, policies, beliefs, mission or purpose. 
 
3.04  Firearms 
Firearms or weapons of any sort are not permitted in City facilities or on City property.  
This restriction shall not apply to on-duty law enforcement officers.   

 
3.05  Facility Usage Priority 

A. The following priority structure applies to athletic field reservations: 
 

i. City sponsored or co-sponsored programs and activities have first 
priority. 

 
ii. Lake Washington School District and Issaquah School District have 

second priority. Priority applies to the schools located within the City 
limits of the City of Sammamish only and is subject to the restrictions 
and parameters provided in the respective Interlocal Agreements for 
each School District. 

 
iii. Youth Athletic Leagues have third priority. 

 
a. Football and soccer leagues, with the exception of women’s 

U15 to U18 soccer leagues, have priority during the Fall 
Season.  

 
b. Baseball, softball, lacrosse, and women’s U15 to U18 soccer 

leagues have priority during the Spring/Summer Season. 
 

c. League practices and games have priority over tournament 
scheduling. 

 
iv. Adult Athletic Leagues have fourth priority.   

 
B. The Parks and Recreation Director or his/her designee shall have the 

discretion to resolve scheduling conflicts based on historical use, community 
interest, or other factors. 
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3.06  Liability 

A. The Aapplicant agrees to defend,  indemnify and hold the City, its elected 
officials, officers, employees, agents, and volunteers harmless from any and 
all claims, demands, losses, actions and liabilities, including costs or 
attorney’s fees, to or by any and all persons or entities, including, without 
limitation, their respective agents, licensees, or representatives, arising from, 
resulting from or connected with the Applicant’s use of the facility rental 
agreement to the extent caused by negligent acts, errors or omissions of the 
Aapplicant,  or by the Applicant’s breach of the rental agreement except only 
such injury or damage as shall have been occasioned by the sole negligence of 
the City. 
 

B. The City is not responsible for the loss, theft or damage to the Applicant’s 
propertylost, stolen or damaged items. 

 
3.07  Security 
The City reserves the right to require and establish ratios of security personnel and/or 
adult supervision to monitor the safety and welfare of the attendees of any function at 
City facilities at the Applicant’s expense. 
 
3.08  Special Conditions 
The City reserves the right to add requirements or restrictions, including but not limited 
to, the payment of an additional damage deposit as a condition of the rental.  
 
3.09  Athletic Field Rental Fees 

A. Athletic field rental fees are established by the City Council. Rental fees are 
generally reviewed on an annual basis and adjusted using a comparative rental 
fee study.  Facility rental fees are subject to change without notice. A copy of 
the current fee schedule is available at City Hall and on the City’s website. 
 

B. A resident discount may be established for certain City facilities. Applicants 
must provide proof of residency to qualify for the resident discount.   

 
C. All field time assigned through the priority scheduling process qualifies for 

the resident discount. 
 

D. Field time scheduled in excess of the time allocated through the priority 
scheduling process will be billed at the Standard Rental Rate. 

 
E. Leagues that are comprised of a minimum of fifty percent (50%) of 

Sammamish residents qualify for the resident discount for all field  rentals. 
reservations.   

 
3.10  Cancellation 
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A. The City reserves the right to close a field or cancel a rental at anytime due to 
an emergency, severe weather, vandalism, poor playing conditions, situations 
that may result in field damage or personal injury or for any other reason 
deemed necessary by the Parks and Recreation Director or his/her designee.  
 

B. A full refund will be issued for City -initiated cancellations. 
 
3.11  Policy Violation 
Violation of these policies may result in the immediate termination of the rental or the 
usage agreement with or without a refund. 

 
3.12  Policy Interpretation 
The City Manager or his/her designee shall make any necessary interpretations of this 
policy, and such interpretations shall be final and binding. 

 
 
4.0 PROCEDURE 
 

4.01  Athletic Field Rentals 
A. Scheduling of the athletic fields is done through the Parks and Recreation 

Department, located at City Hall. Rental applications are accepted on a first-
come, first-served basis, Monday through Friday during business hours only. 

 
B. An application for use of the facility must be made by a person eighteen (18) 

years of age or older. 
 

C. The Applicant or a designated league representative must be on site for the 
entire duration of the rental. 

 
D. Leagues may not sub-lease field rental time to other leagues or individuals. 

 
E. Leagues requesting priority scheduling must submit field requests in writing 

according to the following deadlines: 
 
Season:     Schedule Requests Due By: 

  Winter (December 1 to Feb 28/29)  October 1 
  Spring/Summer (March 1 to July 31)  January 1 
  Fall (August 1 to November 30)  June 1May 1 

 
F. Individual teams may reserve space after the above league reservation cutoff 

datesdeadlines have passed on a first-come, first-served basis. Reservation 
requests must be made at least fourteen (14) days two (2) weeks in advance of 
the rental date. Reservation requests received with less notice than previously 
specified may not be accommodated. 
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G. The Community Sports fields are subject to availability and may be reserved 
during the following times: 

 
School Year: 
Eastlake Community Fields 
Monday – Friday  5:305:15 – 9 PM 
Saturday – Sunday   9 AM – 9 PM 
 
Skyline Community Fields 
Monday – Friday  5:45 PM – 9 PM 
Saturday – Sunday   9 AM – 9 PM 
 

 
Summer Recess: 
Daily     9 AM – 9 PM 

 
 

H. All other athletic fields are subject to availability and may be reserved during 
the following times: 
 

Daily    9 AM – Dusk 
 

I. On the weekends and during the summer recess, the Community Sports Fields 
are reserved by in the quarter half hour increments and require a two (2) hour 
minimum reservation. During the school year, Monday through Friday 
reservations are scheduled in two set blocks of time: Skyline 5:45 PM to 7:15 
PM and 7:15 PM to 9 PM.  Eastlake 5:30 PM to 7:15 PM and 7:15 PM to 9 
PM. 

 
J. The natural turf fields are reserved by the half hour and require a ninety (90) 

minute minimum reservation. 
 

K. The City does not “hold” rental dates. Reservations are confirmed and the 
rental date and time are secured once after the rental application has been 
approved and fifty percent (50%) of the rental fees have been paid. 

 
L. All rental requests are subject to review and approval by the Parks and 

Recreation Director or his/her designee. 
 

4.02  Field Allocation 
Fields will be allocated for each season using a mathematical formula that factors in total 
number of available field slots and number of City of Sammamish residents participating 
in the league.  The formula is as follows: 

 
 
 Available 
Field Slots 

League Residents as a 
% of Total Residents 

Requesting Field Time 

Field 
Allocation per 

League  
 

= X 

Athletic Field Rentals 6 

Exhibit 2



4.03  Payment for Facility Rentals 
A. Weekday one-time rentals shall be paid in full at the time of booking. 

 
B. Payment for league rentals shall be made on or before the tenth (10th) day of 

the month following the month of use.   
 

C. Athletic field rentals are subject to immediate cancellation if rental fees are 
not paid.   

 
D. A late fee of ten percent (10%) shall be assessed by the City if the rental fees 

are not received when due and owing. 
 

4.04  Lights 
A. Rentals taking place on the Community Sports Fields or at other lighted 

facilities that occur on or after Dusk require the use of lights.   
 

B. Additional rental fees apply for field light use. Field lights are required for 
post-Dusk reservations. 

 
4.05  Rental Cancellations 

A. Leagues are allowed to turn back field time with no financial consequence 
during the priority scheduling process. Once the fields are available for 
reservation by individual teams, field times returned will be considered a 
cancellation. 

 
B. Rental cancellations will result in a non-refundable cancellation fee of twenty 

percent (20%) of the rental fees, regardless of the amount of notice given. 
 

C. Cancellations made with less than a one (1) month advance notice will result 
in a non-refundable cancellation fee of fifty percent (50%) of the rental fees or 
twenty-five dollars ($25), whichever is greater. 
 

D. Cancellations made with less than two (2) weeks’ advance notice will not be 
refunded. 

 
E. Appeals regarding the application of a cancellation fee shall be directed to the 

Parks and Recreation Director or his/her designee. 
 

4.06  Field Closures 
A. The Parks and Recreation Director or his/her designee shall have the authority 

to close any or all athletic fields whenever weather or field conditions dictate. 
 

B. The Community Sports Fields may be closed when the respective School 
District is closed for inclement weather or for any other reason deemed 
necessary by the School District or the Parks and Recreation Director or 
his/her designee. 
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C. Notice of field closures will be posted to the City website during the 

weekdays, except holidays, and updated on the City rainout line by 4:00 PM 
daily.   
 

D. It is the responsibility of the league to contact the City’s field scheduler within 
two (2) working days after a field closure to confirm a credit or arrange for 
rescheduling. 

 
4.07  Rental Date and Time Changes 

A. All facility rental date and time change requests are subject to staff and 
facility availability.   

 
B. Refunds will not be issued for a reduction in rental hours if the request is 

received with less than two (2) weeks’ advance notice. 
 

4.08  Insurance Requirements 
A. Liability insurance naming the City of Sammamish as an additional insured is 

required when any of the following apply: 
 

i. Fields are rented by a league;  
 

ii. Fields are rented for tournament play;  
 

iii. The field rental/use will be open to the public;  
 

iv. Admission fees will be collected for the event or fees collected for 
anything provided during the event (e.g. fees for goods, food, dues 
etc.); and/or, 

 
v. For other reasons as deemed necessary by the Parks and Recreation 

Director or his/her designee. 
i. All leagues, tournaments, sports camps and other groups reserving 

fields for multi-day use shall be required to provide proof of 
commercial general liability insurance in the amount of one million 
dollars ($1,000,000.00) combined, single limit per occurrence. Such 
insurance shall be primary over any coverage held by the City and 
shall name the City as an additional insured. 

 
B. Applicants required to obtain insurance shall provide proof of Commercial 

General Liability insurance in the amount of one million dollars 
($1,000,000.00) per occurrence, two million dollars ($2,000,000) general 
aggregate. Such insurance shall be primary over any coverage held by the City 
and shall name the City as an additional insured. 
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B.C. One-month prior to usage of the facility, the Applicant shall submit a copy 
of the insurance policy declaration page Certificate of Insurance  to the City as 
evidence of acceptable insurance coverage. The following items shall be 
included on the certificate of insurance: 

 
i. Location of activity; 

 
ii. Type of activity proposed; 

 
iii. Separate Endorsement Sheet; including a copy of the additional 

insured endorsement and 
 

iv. Effective date(s) of coverage. 
 

D. Liability insurance is not required for one-time facility rentals. 
 

C.E. Insurance may be available through the Washington Cities Insurance 
Authority (WCIA) website under the Tenant User Liability Insurance Program 
(TULIP). 

 
5.0 GENERAL REGULATIONS 
 

5.01  Solicitation and Sale of Goods 
The solicitation or sale of goods, services, wares, merchandise, liquids, or edibles for 
human consumption, or the distribution or posting of any handbills, circulars, or signs is 
prohibited in any City of Sammamish park area and on School athletic field areas, except 
by concession contract or by special use permit issued by the Parks and Recreation 
Department. 

 
5.02  Alcohol Prohibited 
Alcoholic beverages are prohibited in City parks. 

 
5.03  Tobacco and Related Products Prohibited 
Tobacco products, vaporizers, electric cigarettes, cigars, pipes of any kind, including but 
not limited to hookah pipes, chewing tobacco, and other related products are prohibited in 
all City parks and on School District property, which includes all athletic fields. on all 
athletic fields and/or within twenty-five (25) feet of all athletic venues. 

 
5.04  Food and Beverages 
All food and beverages, with the exception of plain water, are prohibited on the artificial 
turf fields. 
 
5.05  Amplified Sound 
Use of amplified sound systems is prohibited, except by contract or by special use permit 
issued by the Parks and Recreation Director or his/her designeeDepartment. 
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5.06  Equipment 
A. All equipment or temporary structures brought onto City or School District 

property must be approved in advance by the Parks and Recreation 
DepartmentDirector or his/her designee. 

 
B. The use of non-athletic equipment is prohibited on all artificial turf fields.  
 

5.07  Motorized Vehicles 
A. Motorized vehicles may not be driven on athletic fields without the approval 

of the Parks and Recreation DepartmentDirector or his/her designee.  
 
B. Repair costs arising from the unauthorized use of vehicles on the athletic 

fields, regardless of whether authorized or not, will be charged to the 
Applicant. 

 
5.08  Athletic Field Lining/Marking 

A. Lining or marking City athletic fields requires advance approval offrom the 
Parks and Recreation DepartmentDirector or his/her designee. 

 
B. Burning lines on theathletic fields is prohibited. 
 
C. Repair costs arising from the improper use of chemicals or other field marking 

products, regardless of whether authorized or not, will be charged to the 
Applicant. 

 
5.09  Field Modifications 
All field modifications (e.g. field striping, relocating goals, bases or pitching mounds 
etc.) including field size increases or decreases or the request for multiple team use on a 
single field must be approved in advance by the Parks and Recreation 
DepartmentDirector or his/her designee. 
 
5.10 Animals Prohibited 
Domestic animals (household pets and farm animals) are prohibited on the artificial turf 
fieldsall athletic fields. This restriction does not apply to licensed or certified service 
animals. 
 
5.11  Clean-Up 

A. Rental groups areThe Applicant is responsible for cleaning the athletic field(s) 
and any adjacent areas at the conclusion of the rental.  All garbage must be 
deposited into the proper trash receptacles. 

 
B. Loss of rental privileges and/or maintenance/cleaning fees will be assessed to 

the aApplicant if deemed necessary by the City. 
 

 Adopted: 12/04/07 
Amended: 04/21/15 
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Meeting Date: April 21, 2015 Date Submitted: 4/16/2015 
 

Originating Department: Parks and Recreation 
 
Clearances: 
 Attorney ☐ Community Development ☐ Public Safety 

☐ Admin Services ☐ Finance & IT ☐ Public Works 

 City Manager  Parks & Recreation   

 

Subject:    Resolution adopting an amended policy for Picnic Shelter Rentals 
 

Action Required:    Adoption of resolution. 
 

Exhibits:    1. Resolution 
2. Amended Policy 

 
Budget:    N/A 

 

 

Summary Statement: 
In 2007, the City Council adopted a policy regarding Picnic Shelter rentals. This policy established priority 
scheduling for Sammamish residents, which was particularly important for our most popular picnic 
shelters – Pine Lake Park and Ebright Creek Park. With the exception of a change to the date non-
residents may reserve a picnic shelter (further described in the Background Section below), none of the 
other basic tenets of the policy are proposed to be amended. There are, however, changes proposed in 
the following categories: 
 

• Minor edits, primarily clarifying language and re-wording. 
• Revisions to reflect current operating practices. 
• Updates to reflect recommendations and policy direction from Washington Cities Insurance 

Authority (WCIA), the City’s insurance provider. 
• Policy changes based on legal review by the City attorney. 

 
Upon adoption, the amended policy will take effect on May 1, 2015. Staff will utilize the time in between 
the date of adoption and the effective date to update the facility rental forms and the website. 
 
Background: 
The proposed policy amendments to the Picnic Shelter rental policy are further described below. 
 

1. In the definitions section, modified the definition for “dusk,” and “resident” was clarified to 
include both residential addresses and business addresses. 
 

2. Non-Discrimination language modified (section 3.03) 
The words, “or any other unlawful basis,” were added to the non-discrimination section. 
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3. Non-Endorsement added (section 3.04) 
The non-endorsement section was added, consistent with the other facility rental policies. 
 

4. Striking the section prohibiting firearms (former section 3.04) 
RCW 9.41.290 preempts a city’s authority to enact local laws that prohibit possession of 
firearms on city-owned property or in city-owned facilities. See RCW 9.41.290 and RCW 9.41.300 
(certain limited exceptions noted therein); see also AGO 2008 No. 8. 

 
5. Liability language modified (section 3.06) 

Includes revised liability language provided by WCIA. 
 

6. Security at applicant’s expense (section 3.07) 
Clarifies that when security is required for a facility rental, it will be at the Applicant’s expense.  
 

7. Policy Interpretation final and binding (section 3.12) 
Clarifies that any interpretations of the policy made by the City Manager or his/her designee are 
final and binding.  
 

8. Modifications to Facility Reservations (section 4.01) 
Section 4.01(E) was modified to allow non-residents to reserve picnic shelters on or after March 
1. The previous policy only allowed non-residents to reserve picnic shelters two months in 
advance of the rental date. Staff feel that this is overly restrictive and may be resulting in un-
reserved shelter time. Sammamish residents still have priority and are allowed to schedule two-
months in advance of non-residents (on or after January 1) for the upcoming shelter season. 
 
Section 4.01(F) was modified to require a minimum of 14 days advance notice for all reservation 
requests.  

 
9. Damage deposits – minor changes (section 4.03(C)) 

Extended the refund processing time for damage deposits from four weeks to six weeks.  
 

10. Insurance requirements revised (section 4.06) 
Revised language to identify specific instances when liability insurance will be required. This 
section also clarifies the amount of coverage needed and the date proof of insurance is due to 
the City (one-month in advance). These suggested changes were provided by WCIA. The policy 
also includes a reference to the Tenant User Liability Insurance Program (TULIP) (provided by 
WCIA), which is available to private rental groups seeking liability insurance. 
 

11. Tobacco products prohibited (section 5.03) 
This section was added to comply with the recently amended Sammamish Municipal Code, 
Chapter 7.12, regarding the prohibition of tobacco products in parks. 

 
12. Inflatable toys no longer allowed (5.04) 

The section allowing inflatable toys has been stricken. This is at the recommendation of WCIA 
and due to increased liability and risk of serious injury associated with the use of inflatable 
toys/bouncy houses. This policy change applies to rentals only and does not impact City 
sponsored or co-sponsored events.  
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13. Minor edits  
A number of minor edits (grammatical changes, clarification of wording etc.) were made 
throughout the policy document and are noted using track changes.  
 

Financial Impact: 
No financial impact. 
 
Recommended Motion:  
Approve the resolution adopting an amended policy for Picnic Shelter Rentals. 
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CITY OF SAMMAMISH 
WASHINGTON 

RESOLUTION NO. R2015-XXX 
____________________________________________________________________________________ 
 
  A RESOLUTION OF THE CITY OF SAMMAMISH, 

WASHINGTON, ADOPTING AN AMENDED POLICY FOR 
PICNIC SHELTER RENTALS. 

 
 WHEREAS, the City of Sammamish owns and operates a number of public park facilities; 
and 
 
 WHEREAS, many of the City park facilities include picnic shelters that may be reserved for 
private facility rentals; and 
 
 WHEREAS, the City of Sammamish Municipal Code, Chapter 7.12 provides general 
guidelines for public facility use; and 
 
 WHEREAS, a previous policy governing facility rentals at picnic shelters was approved by 
Resolution 2007-294; and 
 
 WHEREAS, the City of Sammamish now desires to update the previously adopted policy. 
 
 
 NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF SAMMAMISH, 
WASHINGTON, DOES RESOLVE AS FOLLOWS: 
 
 Section 1.  Policy on Picnic Shelter Rental, Adopted.  The City Council hereby adopts a 
policy for picnic shelter rentals, attached hereto as Exhibit “A” and incorporated herein by 
reference. 
 
 Section 2.  Effective Date.  The effective date of this Policy shall be May 1, 2015. 
 
   
 PASSED BY THE CITY COUNCIL AT A REGULAR MEETING THEREOF ON 
THE 21ST DAY OF APRIL, 2015. 
 
 
 CITY OF SAMMAMISH 
 
 APPROVED 
 
 
 ______________________________ 
 Mayor Thomas E. Vance 
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ATTEST/AUTHENTICATED: 
 
 
______________________________ 
Melonie Anderson, City Clerk 
 
 
 
Approved as to form: 
 
 
______________________________ 
Michael R. Kenyon, City Attorney 
 
 
 
 
 
Filed with the City Clerk:  April 16, 2015 
Passed by the City Council:   
Resolution No.:    
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   CITY OF SAMMAMISH 
POLICIES AND PROCEDURES 

 
Subject: Department: 
 PICNIC SHELTER RENTALS  PARKS 
  Number: 
   076.01.02 
Effective Date: Supersedes: Approved By: Date: 
01/01/08 05/01/15 N/A R2007-294 City Council 12/04/07 04/21/15 

 
1.0  PURPOSE 

 
To establish a policy for rental of the picnic shelters at City of Sammamish parks. 

 
2.0  DEFINITIONS 
 

Applicant:  Refers to individuals or groups reserving a facility and completing a facility 
usage/rental application. 

 
Business Hours:  8:30 AM to 5 PM,. Monday through Friday, except holidays. 

 
City Hall:  Building located at Sammamish Commons at 801 - 228th Avenue SE. 

 
City Co-Sponsored:  City provides funding or in-kind services in the support of a 
program, activity, special event or meeting. 
 
City Sponsored:  City funded, operated and managed programs, activities, special events 
or meetings. 

 
Commercial:  Individuals, groups or businesses engaged in profit-making activities that 
charge admissions, class fees for services, sell tickets, food or other items, solicit funds or 
donations, offer other money-making activities or promote a commercial business. 

  
Dusk:  The time at which the sun is 6 degrees below the horizon.  At this time and under 
good weather conditions, there is enough light for objects to be clearly distinguishable.  
Outdoor activities without artificial illumination should end at this time without artificial 
illumination. When the limit of twilight illumination is sufficient, under good weather 
conditions, for terrestrial objects to be clearly distinguished. A civil twilight schedule will 
be used to establish this time of day throughout the year. 

 
Long-Term Rentals:  Rentals that book a consistent day and time for three (3) or more 
consecutive months.  
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Resident:  Individuals whose primary residential or business address is within the City 
limits of the City of Sammamish. 
 
Shelter Season:  March 1 thru September 30. 

 
3.0  POLICY 
 

All picnic shelter rentals at City of Sammamish parks are to be in accordance with the 
following policies: 

 
3.01  Purpose of Rentals 
Picnic shelters may be reserved for civic, non-profit/not-for-profit, recreational and non-
commercial purposes. Picnic shelters are not available for commercial use except by 
concession contract or by special use permit issued by the Parks and Recreation 
DepartmentDirector or his/her designee.   
 
3.02  Right of Refusal 
The City reserves the right to limit or deny rental of the picnic shelters due to 
incompatibility of the rental request with the City’s facilities, or for other similar reasons.  
 
3.03  Non-Discrimination 
The City does not discriminate on the basis of race, creed, color, national origin, religion, 
gender, marital status, age, sexual orientation, political affiliation, or sensory, mental or 
physical disability or any other unlawful basis. Any persons or group reserving picnic 
shelter facilities must follow the same non-discriminatory policy.  

 
3.04  Non-Endorsement 
Permission to use City facilities does not constitute an endorsement of an Applicant’s 
philosophies, policies, beliefs, mission or purpose. 

 
3.04  Firearms 
Firearms or weapons of any sort are not permitted in City facilities or on City property.  
This restriction shall not apply to on-duty law enforcement officers.   
 
3.05  Facility Usage Priority 
City programs and activities take precedence over all other facility usage requests.  City 
sponsored or co-sponsored public meetings, public events, public activities and 
organizations that have a contractual relationship with the City take precedence over non-
City sponsored or non-City co-sponsored events.  The same priority structure applies to 
facility resources and other equipment. 
 
3.06  Liability 

A. The Applicant agrees to defend,  indemnify and hold the City, its elected 
officials, officers, employees, agents, and volunteers harmless from any and 
all claims, demands, losses, actions and liabilities, including costs or 
attorney’s fees, to or by any and all persons or entities, including, without 
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limitation, their respective agents, licensees, or representatives, arising from, 
resulting from or connected with the Applicant’s use of the  facility or by the 
Applicant’s breach of the rental agreement except only such injury or damage 
as shall have been occasioned by the sole negligence of the City. rental 
agreement to the extent caused by negligent acts, errors or omissions of the 
Aapplicant, or by the Aapplicant’s breach of this agreement. 
 

B. The City is not responsible for the loss, theft or damage to the Applicant’s 
property. lost, stolen or damaged items. 

 
3.07  Security 
The City reserves the right to require and establish ratios of security personnel and/or 
adult supervision to monitor the safety and welfare of the attendees of any function at 
City facilities at the Applicant’s expense. 
 
3.08  Special Conditions 
The City reserves the right to add requirements or restrictions, including but not limited 
to the payment of an additional damage deposit as a condition of the rental.  
 
3.09  Picnic Shelter Rental Fees 

A. Picnic shelter rental fees are established by the City Council.  Rental fees are 
generally reviewed on an annual basis and adjusted using a comparative rental 
fee study.  Facility rental fees are subject to change without notice.  A copy of 
the current fee schedule is available at City Hall and on the City’s website. 
 

B. A resident discount may be established for certain City facilities.  Applicants 
must provide proof of residency to qualify for the resident discount.   

 
3.10  Cancellation 

A. The City reserves the right to close a picnic shelter or cancel a rental at 
anytime due to an emergency, severe weather, situations that may result in 
facility damage or personal injury or for any other reason deemed necessary 
by the Parks and Recreation Director or his/her designee.  
 

B. A full refund will be issued for City -initiated cancellations. 
 

3.11  Policy Violation 
Violation of these policies may result in the immediate termination of the rental or the 
usage agreement with or without a refund. 
 
3.12  Policy Interpretation 
The City Manager or his/her designee shall make any necessary interpretations of this 
policy, and such interpretations shall be final and binding. 
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4.0 PROCEDURE 
 

4.01  Facility Reservations  
A. Scheduling of the picnic shelters is done through the Parks and Recreation 

Department located at City Hall. Rental applications are accepted on a first-
come, first-served basis, Monday through Friday during business hours only.   
 

B. An Application for use of the facility must be made by a person eighteen (18) 
years of age or older. 
 

C. The Applicant must be on site for the entire duration of the rental. 
 

D. Picnic shelter rentals are subject to availability and may be reserved during the 
Shelter Season during the following hours: 

 
Half Day – AM    9 AM to 2 PM 
Half Day – PM   3 PM to Dusk 
All day    9 AM to Dusk 

 
E. City of Sammamish residents may reserve picnic shelters on or after January 1 

for the upcoming Shelter Season. Non-residents may reserve picnic shelters 
up to two (2) months in advance of the rental date.on or after March 1. 
 

F. Reservation requests must be made at least fourteen (14) seven (7) days in 
advance of the rental date. Reservation requests received with less notice than 
previously specified may not be accommodated. 
 

G. The City does not “hold” rental dates. Reservations are confirmed and the 
rental date and time are secured once after the rental application has been 
approved and the rental fees have been paid in full. 
 

H. Long-term and ongoing rentals are not permitted. 
 

I. All reservation requests are subject to review and approval by the Parks and 
Recreation Director or his/her designee. 

 
4.02  Payment for Facility Rentals 

Picnic shelter reservations require full payment at the time of booking. 
 

4.03  Damage Deposits 
 

A. A damage deposit may beis required for groups using approved equipment 
during the rental of for other reasons as deemed necessary by the Parks and 
Recreation Director or his/her designee. 
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B. Damage deposits are fully refundable provided the following conditions are 
met: 

 
i. The rented picnic shelter is left in a clean and orderly manner.   

 
ii. The picnic shelter and the other facilities and grounds near the shelter 

were not damaged as a result of the rental. 
 

iii. Use of the picnic shelter did not exceed the scheduled reservation time. 
 

iv. All rules/guidelines governing use of the picnic shelter waswere met. 
 

C. If all conditions are met to the satisfaction of the City, a refund will be 
processed within six (6) four (4) weeks of the rental date. If the conditions are 
not met to the satisfaction of the City, an appropriate fee will be deducted 
from the damage deposit. If necessary, the Applicant will be charged to cover 
any additional costs incurred by the City as a result of the rental. 
 

D. Appeals regarding the decision to withhold all or a portion of a damage 
deposit shall be directed to the Parks and Recreation Director or his/her 
designee. 

 
4.04  Rental Cancellations 

A. Rental cancellations will result in a non-refundable cancellation fee of twenty 
percent (20%) of the rental fees, regardless of the amount of notice given. 
 

B. Cancellations made with less than a one (1) month advance notice will result 
in a non-refundable cancellation fee of fifty percent (50%) of the rental fees or 
twenty-five dollars ($25), whichever is greater. 
 

C. Cancellations made with less than two (2) weeks advance notice will not be 
refunded. 

 
D. Appeals regarding the application of a cancellation fee shall be directed to the 

Parks and Recreation Director or his/her designee. 
 

4.05  Rental Date and Time Changes 
A. All facility rental date and time change requests are subject to availability.   

 
B. Additional rental time must be paid for in full at the time the request for 

additional time is made.   
 

4.06  Insurance Requirements 
A. Liability insurance naming the City of Sammamish as an additional insured is 

required for picnic shelter rentals that are open to the public include 
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specialized equipment such as inflatable toys or for other reasons as deemed 
necessary by the Parks and Recreation Director or his/her designee. 
 

B. Applicants required to obtain insurance shall provide proof of Commercial 
General Liability insurance in the amount of one million dollars 
($1,000,000.00) per occurrence, two million dollars ($2,000,000) general 
aggregate. Such insurance shall be primary over any coverage held by the City 
and shall name the City as an additional insured. 
 

C. One (1) month Two (2) weeks prior to the rental, the Applicant shall submit a 
copy of the insurance policy declaration page Certificate of Insurance to the 
City as evidence of acceptable insurance coverage. The following items shall 
be included on the Certificate of Insurance: 

 
i. Location of activity/rental; 

 
ii. Type of proposed activity; 

 
iii. Separate Endorsement Sheet, including a copy of the additional 

insured endorsement; and 
 

iv. Effective date(s) of coverage. 
 

D. Insurance may be available through the Washington Cities Insurance 
Authority (WCIA) website under the Tenant User Liability Insurance Program 
(TULIP). 

 
 
5.0 GENERAL REGULATIONS 

 
5.01  Solicitation and Sale of Goods 
The solicitation or sale of goods, services, wares, merchandise, liquids, or edibles for 
human consumption, or the distribution or posting of any handbills, circulars, or signs is 
prohibited in any City of Sammamish park area, except by concession contract or by 
special use permit issued by the Parks and Recreation Department. 

 
5.02  Alcohol ServiceProhibited 
Alcohol is prohibited in all City parks, which includes all picnic shelters.  
 
5.03  Tobacco and Related Products Prohibited 
Tobacco products, vaporizers, electric cigarettes, cigars, pipes of any kind, including but 
not limited to hookah pipes, chewing tobacco, and other related products and electronic 
cigarettes are prohibited in all City parks, which includes all picnic shelters. 
 
5.03  Amplified Sound 
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Use of amplified sounds is prohibited, except by contract or by special use permit issued 
by the Parks and Recreation Director of his/her designee. 

 
5.04  Prohibited Equipment 

A. Inflatable toys are permitted in some areas of the park, withprovided prior 
approval of the Parks and Recreation Director or his/her designee is obtained.  
Sand bags are required to anchor pre-approved inflatable toys.  Grounds 
stakes may not be used to anchor equipment.  Applicants and their guests use 
inflatable toys at their own risk and expressly assume all responsibility for 
injuries to persons or damages to property and agree to release and hold the 
City harmless for any and all claims, of whatsoever nature, arising out of the 
use of inflatable toys or other non-City-owned equipment while on City 
property. 

Dunk tanks, trackless trains, inflatable toys and other similar equipment, rides or features 
are prohibited.  

 
5.05  Barbecues 

A. The use of barbecues is restricted to the outdoor areas immediately adjacent to 
the picnic shelters. grass and outdoor areas.  
 

B. Residential, kettle-style, or propane-style barbecues are allowed.  
Commercial-style or large pit barbecues are not allowed, except bywhen 
advance approval permission of the Parks and Recreation Director or his/her 
designee is obtained.  

 
C. It is the responsibility of the rental groupApplicant to dispose of ashes and 

briquettes in a designated coal bin. 
 

5.06  Animals 
Pony rides and other live animal features or demonstrations are prohibited. 

 
5.07  Clean-Up 

A.  At the conclusion of the picnic shelter rental, the Applicant is responsible for 
cleaning the picnic shelter and the surrounding area according to the following:  

 
i. All decorations and personal items shall be removed from the facility. 

 
ii. All garbage shall be bagged and deposited in an appropriate garbage 

receptacle.  
 

B.  Any cleaning and/or repairs that require staff time and materials may be 
charged to the Applicant.   

 
 
Adopted: 12/04/07 
Amended: 04/21/15 
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