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PARKS AND RECREATION DEPARTMENT
FIELD SCHEDULING POLICIES AND GUIDELINES
The following policies and guidelines have been presented and accepted by the City of Issaquah to govern use and users while renting athletic facilities owned and operated by the City of Issaquah.

GENERAL POLICY
The primary use of municipal recreation areas and facilities are for public recreation activities.  City and Parks and Recreation Department sponsored activities have priority use of City facilities.  
The granting of this rental does not give the applicant authority to sell souvenirs, food or drink upon City property.  The authority to operate a concession shall be the sole privilege of the City of Issaquah.  For information about the City’s concessionaire, please contact the Field Scheduling Office.
PRIORITY OF GROUPS
I.
For the purpose of determining the priority use of recreational facilities, the following priorities of groups are established.  Recreation Division staff will make reservation determination with the Parks and Recreation Board as advisors.  The Director of Parks and Recreation may cancel facility use permits.  If the department makes a cancellation, every effort will be made to either reschedule or locate alternate facilities.  Fees and deposits will be returned if permit has to be cancelled.

A. City of Issaquah Programs

B. Issaquah School District Programs

C. Youth Recreational Service Area Non-profit Organizations                  



(80% or more Issaquah School District residents)

D. Adult Recreational Service Area Non-profit Organizations

(80% or more Issaquah School District residents)

E. Recreational Service Area Commercial Agency 


(located inside the city limits of Issaquah)

F. Youth Outside Recreational Service Area Non-profit Organizations       



(79% or less Issaquah School District residents)

G. Adult Outside Recreational Service Area Non-profit Organizations


(79% or less Issaquah School District residents)

H. Outside Recreational Service Area Commercial Agency       




(located outside the city limits of Issaquah)

II.
Definition of Users.

A. City of Issaquah Program – Official City sponsored and/or funded programs and events.

B. Issaquah School District – Official District sponsored and/or funded programs and events.
C. Non-profit Organization – Organizations that are registered as non-profit through the Office of Secretary of State (must provide proof of non-profit status, ‘501 (c) 3’).

GENERAL APPLICATION GUIDELINES
I. A “Field Use Request Form” must be filled out and payment made five (5) business days prior to commencement of rental with the exception of league play which will be paid for thirty (30) days in advance of actual use.   Failure to pay the rental fees within five (5) working days prior to the commencement of the rental will invalidate the application and the Facility Use Request.  

II. Applications will be considered based upon applicant’s priority ranking.  The city reserves the right to limit requests per applicant.  All applicants will be notified of the status of their request.

III. If applicable, the applicant shall obtain and maintain liability insurance with a company authorized to do business within the State of Washington, on which policy the City of Issaquah is named as additional insured.  Liability limits required for such insurance coverage shall be $1,000,000 plus $2,000,000 aggregate.  Certificate of Insurance for this policy must be on file at the Facility Scheduling Office five (5) working days prior to commencement of rental.  All groups should require that all participants have their own health or accident insurance plans.

IV. Cancellation of rental must be made five (5) days in advance of the scheduled use.  Failure to do so will result in the forfeiture of fees.

TOURNAMENT GUIDELINES

I. A “Field Use Request Form” must be completed and submitted with a $100 non-refundable security deposit at least thirty (30) business days prior to commencement of rental.  If the City denies the request, all deposits and fees will be returned without penalty.
II. Should applicant cancel the tournament within five (5) business days in advance of the tournament, the security deposit will not be refunded, but used to pay the charges and fees incurred by the City.  
III. Tournament Coordinators must submit a written schedule of games, including the number of teams, at least five (5) business days in advance of the tournament.

IV. If applicable, the applicant shall obtain and maintain liability insurance with a company authorized to do business within the State of Washington, on which policy the City of Issaquah is named as additional insured.  Liability limits required for such insurance coverage shall be $1,000,000 plus $2,000,000 aggregate.  Certificate of Insurance for this policy must be on file in the Facility Scheduling Office five (5) working days prior to commencement of rental.  All groups should require that all participants have their own health or accident insurance plans.
V. The Issaquah Parks Maintenance Department will provide preparation of the fields.

VI. Department staff and officials will make the final determination as to the playability of ball fields.  The renter will take responsibility for damages caused by playing on wet fields where a “Field Closed” sign is posted.

VII. City and Parks and Recreation Department programs take precedence over other users.

CANCELLATIONS AND REFUNDS

I. If the Issaquah Parks and Recreation Department cancels or declares a “Rain-Out”, user groups will either be refunded or not billed – whichever applies.

II. User groups must notify the Issaquah Parks and Recreation Department five (5) days prior to the scheduled rental date if they desire to cancel and receive a refund.  User groups who do not notify the Issaquah Parks and Recreation Department five (5) business days prior to cancellation will not receive refunds and/or they will be billed for the field or facility use.

PREPARATION/FIELD CARE
User’s responsibility:


On all Fields:

· Applicant is expected to leave the premises in the same condition in which they were found or better.  Insure that individual teams clean up the facility after each use, including dugouts, athletic field, and surrounding area.  Remove all trash in the area to the trash cans and/or dumpster.  If the cans are already full, please take the trash with you and contact the Field Scheduling Office for follow-up.  

· Please do not throw or hit into cyclone fencing or backstops.

· Users shall not make any modification to any athletic field without prior approval from the Field Scheduling Office (including, but not limited to:  storage boxes, bleachers, goals, fencing, sani-cans, etc).

· User shall provide additional parking and crowd control, as needed.  Overflow parking and/or crowd control plans may be requested by the City or Police Department.  Cars improperly parked at City parks may be cited by the Police Department.

· Bases/pitching rubbers may not be moved or removed unless given permission by the Field Scheduling Office. 

· It is unlawful for any person to use threatening, abusive, insulting or indecent language in the public parks of the City or to create any nuisance or offense, or to scratch, cut, injure or deface any of the buildings, fences, structures, trees or shrubbery, or to destroy any other improvements.
· It is unlawful to drive any vehicle over any portion of any public park.  The applicant will be responsible for all damages to the buildings and appurtenances thereto, and shall be responsible for reimbursement to the City.

City’s responsibility:


On All Fields:

· Bases will be provided on ballfields.
· General maintenance will be performed to ensure safety for all uses.
· Fresh drag will be applied at the start of the day when games are scheduled.
· Maintenance will not be performed following high school games on City fields, due to time constraints.
ADDITIONAL RULES:
· Treat the Department maintenance crew personnel with respect and courtesy.
· No alcoholic beverages, which include beer or liquor, shall be sold or consumed on City park premises or any grounds or parking lots used in conjunction with said facilities.  The tournament/activity will be cancelled if this becomes a problem for the City of Issaquah.

· Smoking or use of tobacco products is prohibited on City athletic fields.

· Dogs are not allowed in City parks.
· It is the organization’s responsibility to insure that all team coaches and managers understand policies and procedures.
FIELD CLOSURES:
It is the organization’s responsibility to obtain field closure information.  Playability is determined by the City of Issaquah, Parks Maintenance Division of the Parks and Recreation Department.

The “Rain-Out” line (425-837-3326) will be updated:


Weekdays – 3:30PM               Weekends – 7:00AM and Noon (when applicable)

When weather conditions decline after the “Rainout” line has been updated, field playability is determined by the user group or umpire, if for a game.  The user group is responsible for any damage caused to a field by playing in questionable weather; this includes damage done trying to dry out a field, such as digging ditches, raking mud into the fencing, pushing water into the outfield/grassy areas or applying a drying agent.

ACKNOWLEDGEMENT OF RECEIPT
I have received a copy of the “2006 Field Scheduling Policies and Guidelines” document.
I have read and understand the contents of the “2006 Field Scheduling Policies and Guidelines” document prepared by the City of Issaquah.  I will inform my organization that all team coaches and managers need to understand these policies and procedures.
The City of Issaquah reserves the right to amend or revise said document and will notify recipients prior to any effective amendments or revisions.

Recipient’s Name (print): _______________________________________________________
Recipient’s Signature: ______________________________________Date:_______________
Title: _______________________________________________________________________
Organization: ________________________________________________________________
FOR OFFICE USE ONLY:
Authorized City Signature: ______________________________________________________

Title: ________________________________________Date: __________________________
This receipt must be signed and filed with the City of Issaquah Parks and Recreation Department, Field Scheduling Office.[image: image2.png]
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