CITY OF DALY CITY

DEPARTMENT OF LIBRARY AND RECREATION SERVICES

ADMINISTRATION * 111 LAKE MERCED BOULEVARD, DALY CITY, CA 94015 *650.991.8001

Facility Rental Information and Application

Planning an event? The Department of Library and Recreation Services has many facilities available for rent,
all with Kkitchens, tables and chairs. Call (650) 991-8001 for information and to find out which halls are
available on your preferred date.

Reservation applications are completed in person at our Library and Recreation Services Administration Office
located at 111 Lake Merced Boulevard, Daly City, CA 94015. We are open 8:30 am to 4:30 pm Tuesday
through Friday.

Renter must be at least 21 years of age.

Your deposit will hold your reservation date with remaining fees due two weeks prior to your event. We accept
cash, checks, or credit card payments. Balances paid after your final payment due date will be assessed a $50
late fee and must be paid in cash or credit card. Your deposit will be refunded no sooner than 45 days after
your event, provided all terms and conditions of the contract have been met.

Any time required for your caterer, decorating, cooking, and cleanup should be considered when making a
reservation. This time is chargeable to you and must be included on your reservation application. Please note
that the last hour of your reservation time must be used for cleanup.

A police officer may be required for certain events. Please check with staff for details and fees.

Alcohol may be served at certain events for a maximum of four hours. There can be no dancing or serving
of alcohol during the cleanup period.

NO ALCOHOL may be served at functions for youth between two and twenty years with the exception of
christenings held within the child’s first year and first birthday parties.

CANCELLATIONS INCUR A CANCELLATION FEE! If you cancel your reservation at any time after
your reservation deposit has been received, a cancellation fee of $100.00 will be assessed. When cancellations
are received less than thirty days prior to the event date, the entire deposit will be forfeited. Please see page 3 of
your rental packet for the complete cancellation policy and fees.

If you are interested in renting the City Council Chambers, City Hall Rotunda, or Training Room at City Hall,
please contact the City Manager’s Office at 650-991-8127.
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DEPARTMENT OF LIBRARY AND RECREATION SERVICES
ALL APPLICANTS MUST COMPLY WITH THE FOLLOWING:

. All rental fees and/or deposits must be paid to the Department of Library and Recreation Services at
least two weeks prior to the event.

. Deposits will be refunded no sooner than 45 days of the event providing all terms and conditions of the
signed contract have been met by the renter.

o City of Daly City personnel are permitted entrance to the event without charge, when assigned to work
the activity, or upon the presentation of a City identification card for the purpose of overseeing correct
usage of the facility; and staff's instructions are to be complied with by the group using the facility.

. All rules set by the Department of Library and Recreation Services as they pertain to the use of City of
Daly City facilities will be strictly enforced, or the event will be subject to closure and a forfeiture of
fees paid.

. No changes can be made after the final payment deadline.

o No inappropriate behavior or language will be tolerated within City Facilities.

. Dance events are not allowed.

o If security is required, there must be at least one uniformed Daly City Police officer per 100 participants.

. If a renter provides security for an event, it does not replace Daly City Police when the police are

required. The security company must possess a Daly City business license, must be uniformed, and
cannot possess firearms.

. No event ticket sales may be made either in advance or at the door of an event without the prior approval
of the Daly City Department of Library and Recreation Services.

. All advertising of community, school, church or organization events, including flyers, posters, website
listings, e-mails, postcards, radio spots, etc. must be pre-approved by the Daly City Department of
Library and Recreation Services.

DEPARTMENT OF LIBRARY AND RECREATION SERVICES
TERMS OF RENTAL FOR RECREATION FACILITIES
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RENTER’S RESPONSIBILITIES

1.

10.

11.

Check with Library and Recreation Services Administration Office, 111 Lake Merced Boulevard, to see
if the facility and date(s) you wish are available and obtain an application form.

Read all instructions, Terms and Guidelines; fill out application.

Return application so total rental price can be determined by Department of Library and Recreation
Services Office. (Rental fee cannot be determined until application is completed).

After rental fee is determined, sign contract and pay deposit. Fees may be paid by cash, money order,
certified check, personal check, or credit card. If paying by personal check, the name and address on the
check must be the renter’s current address. The purpose of the deposit fee is to place a hold on the
facility for the dates and times the renter wishes to use the facility. The deposit will be refunded no
sooner than 45 days after the event provided all terms and conditions of the contract have been met by
the renter.

Facility Rental Cancellation: If the renter cancels 30 days or more before the event: the renter will be
charged a $100.00 cancellation fee and any remaining paid fees will be refunded. If the renter cancels or
changes the rental date less than 30 days before the event, the entire deposit will be forfeited.

Picnic Shelter Cancellation: If the renter cancels a shelter reservation 30 days or more before the event
you will receive a full refund of your payment. If the renter cancels a Picnic Shelter reservation less
than 30 days before the event the entire payment will be forfeited.

The facility will open at the time specified on the rental contract. The renter and all guests are required
to be out of the facility at the time specified on your contract. This includes decorating time, catering
and DJ set-up and your clean-up time. You can make one change with no change fee. A $50 change fee
will be charged for additional changes. NO CHANGES ALLOWED AFTER FINAL PAYMENT
DUE DATE. Be sure that everything is correct on the original application before you submit it. A
penalty fee equal to one hour rental fee plus actual time over (minimum 1/2 hour) will be charged for
any time you go over your approved reservation time. If your party ends early, no refunds are given for
hours not used by renter.

Payments:
A. Application Fee is the amount equal to the deposit fee at the time the application is submitted.
B. Remainder of payment is due at least two weeks in advance of your scheduled reservation. If

payment is not made by this date, a late fee of $50.00 will be assessed. Late payments must be
made in cash or credit card.

C. If the renter and their guests meet all the terms and conditions of the approved contract, the
deposit will be refunded no sooner than forty-five (45) days after your event.

Please note that the City reserves the right to adjust fees or cancel your reservation at any time, even
if your contract has been signed and dated.

INSURANCE: Fees quoted and which you agree to pay include a "Certificate of Insurance™ for your
protection and the City's. The insurance fee is not refundable.

Should the actual event that occurs differ from the event described on the Facility Reservation
Application, the Daly City Department of Library and Recreation Services will cancel the event
immediately and all fees may be forfeited. You could also be liable for any civil and/or criminal action
arising there from.
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DEPARTMENT OF LIBRARY AND RECREATION SERVICES’ RESPONSIBILITIES

1.

An assigned Facility Attendant may open the facility at the time indicated on your approved reservation
form, only if you or other designated persons are present. IN CASE OF A PROBLEM ON THE DAY
OF YOUR EVENT, PLEASE CALL THE DALY CITY POLICE DEPARTMENT AT 991-8092.

Tables and chairs may be set up in the facility. If a special set-up diagram is turned in, the facility may
be set up prior to your entering the facility. Special set-ups will not be accepted less than two (2) weeks
prior to your event.

Renter should inspect the facility and ask the Facility Attendant to assist in any changes required.

The primary duty of the Facility Attendant is:

A. To open and close the facility.

B. To enforce the rules and regulations of the Department of Library and Recreation Services. The
Facility Attendant is not there to perform physical labor for the applicant, such as loading and
unloading cars, making coffee, setting tables or decorating, etc.

At the beginning of the event, the Facility Attendant will provide you with clean-up materials and
inspect the facility for cleanliness.

At the conclusion of your event, the Facility Attendant will provide you with a Rental Cleanup Checklist
form for clean-up at the end of the party.

The Facility Attendant, at the conclusion of your event, will submit a report to the Administration Office

which will indicate:

A. If the building was left in a clean condition.

B. If there was any vandalism caused by your activity, such as broken tables or chairs, writing on
walls, broken equipment, etc.

C. If rented or borrowed equipment has been returned.

D. If you left at the agreed upon time.

E If there were any other violations of the signed and approved rental contract.

The facility attendance is not permitted to accept “tips” or other gifts, participate in your party of
celebration, or to drink alcoholic beverages.

This report will help determine the amount of your deposit to be refunded to you. Check with the Facility
Attendant to make sure everything is all right before leaving. This will help you get the maximum amount of
your deposit returned to you. The Facility Attendant cannot extend the hours of your reservation for any reason.
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DEPARTMENT OF LIBRARY AND RECREATION SERVICES
GUIDELINES RELATING TO THE USE OF RECREATION FACILITIES

The City of Daly City has several recreational buildings located in various areas of Daly City. The primary
purpose of these facilities is to offer recreational programs to the citizens of Daly City. When these facilities
are not in use by the Department of Library and Recreation Services, they are made available to Daly City
residents, at a fee, for private parties and social affairs (wedding receptions, christenings, etc.). These uses shall
be occasional but not periodic. Periodic use for the purposes of this rental policy means: regularly, scheduled
and repeated use of any of the facilities by the same organization, i.e. on a weekly or monthly basis. The
following rules will be strictly enforced, and any infraction shall be grounds for immediate termination of any
rental use of the building and forfeiture of any fees paid.

SECURITY REQUIREMENTS

1. Teen and Youth activities 12 to 21 years old. (See below)

2. Activities where alcohol will be sold.

3. Any event where money is collected at the door or during the event.
4. Gym rentals.

The number of police officers required depends on the number of people attending your event. One officer
must be in place depending on what type of event it is.

YOUTH-ORIENTED FUNCTIONS

For youth oriented functions or dances, NO alcohol is allowed. A youth oriented function is any event held for
someone under 21 years of age with the exception of christenings, baptisms and 1st birthdays; such as, but not
limited to: debuts, school graduations, teen birthdays, communions, or confirmations.

TEEN EVENTS

Renters can choose between one of two options: a) pay the regular deposit and hire a Daly City Police Officer at
$60 per hour; or b) pay a $400 deposit with no Police Officer. With option “B” the renter risks losing the entire
deposit if police are called to the event for any reason.

DEPOSIT

You will be asked to pay a deposit which is refundable providing you meet the terms of your approved and
signed contract. This is determined by representatives of the City of Daly City. These representatives include,
but not limited to; Facility Attendants, Supervisors, and Maintenance Personnel. Failure to comply with our
terms will result in forfeiture of your deposit.

DECORATIONS

Temporary decorations are permitted but must be hung with blue painters tape. This tape normally will not
damage surfaces. The use of tacks, pins, nails, or other tapes is not allowed on lights, walls, or doors and, if
used, will result in forfeiture of fees. Candles (lit or unlit) are NOT allowed in the facilities. It is your
responsibility to remove all decorations including tape. Decorating time before the event must be included
in your rental time.

TABLES AND CHAIRS

You must realize that the tables and chairs in the facility are used for various recreational activities and may
show signs of wear and tear. Table tops may be chipped, stained, cut, etc. It is suggested you consider some
type of table covering. (This is not provided). Efforts will be made to set up tables and chairs for you as per
your instructions. It is your responsibility to clean off the tables and chairs.

FLOORS/BATHROOMS
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A general clean-up of all floors/bathrooms is expected at all times of the rental. Papers and liquid spillage must
be cleaned up as they occur.

KITCHEN

You are expected to clean up the kitchen. All equipment and appliances used by your group must be cleaned
and put away. All garbage should be placed in proper receptacles. Plastic garbage bags are provided on
the site.

OTHER

A Facility Attendant will be on duty. If you have any problems or questions relating to your reservation,
consult with the Facility Attendant. The requests of the Facility Attendant assigned to the rental activity must
be followed. The renter is responsible for the maintenance and clean-up of the facility. Smoking is not allowed
in any City building. Repair costs for damages to buildings, equipment or grounds are the responsibility of the
group and/or individual signing for the use of the building. The rental party is responsible for the actions of their
guests.

REGULAR SCHEDULED FACILITY RENTALS

Community based organizations (homeowner associations, school districts) and organized recreation programs
(fitness exercise, self-defense dojos) may request regularly scheduled use of community facilities.
Organizations that are not community based or for recreational programs or purposes, may request occasional
but not periodic use of recreational facilities. Periodic use for the purposes of this rental policy means: a
regularly, scheduled and repeated use of any of the facilities by the same organization, i.e. on a weekly, monthly
or other continuous basis.

FEES
The adopted fee schedule will be used for residents or business owners with mailing addresses in the City of
Daly City. All non-residents will be charged a one-time $75 non-resident fee.

CITY ALCOHOLIC BEVERAGE LICENSE RULES AND REGULATIONS

1. For any youth-oriented function or dance, NO alcohol use or permits will be approved. A youth-oriented
function is any event held for someone under 21 years of age (excluding christenings and 1st birthdays);
such as, but not limited to: debut, graduation from school, 18" birthdays, 15" birthday parties, or
confirmations.

2. If alcohol is served without a City Alcoholic Beverage Permit, the Facility Attendant will notify the person
in charge of the function to remove all alcohol from the premises. If this is not accomplished within a
fifteen-minute period, the Facility Attendant will call the Police Department. This will incur a $250.00
penalty and will be deducted from the Rental Deposit. If, at this time the alcohol is removed and the
police call is canceled, the party may continue. However, if it is necessary for the police to enter the
premises, the party will be shut down.

3. Alcoholic beverages may not be served unless all State and City laws are complied with. [If alcoholic
beverages are to be sold, or if tickets are sold and redeemed for alcoholic beverages, an ABC (Alcoholic
Beverage Control) license must be purchased. Applicant makes all arrangements for obtaining this license
and must follow all rules set up by the Alcoholic Beverage Control Board. The City of Daly City must have
a copy of the ABC License two (2) weeks prior to the event. ALCOHOLIC BEVERAGES MAY BE
BROUGHT ONTO THE PREMISES ONLY BY THE PERSON WHOSE SIGNATURE APPEARS
ON THIS APPLICATION - NO EXCEPTIONS.
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10.

Alcoholic beverages must be confined to an assigned area of the facility. No alcoholic beverages will be
sold or furnished to minors or persons under the influence of alcohol. If alcoholic beverages are to be
served, the alcoholic beverage portion of this application must be completed. Use of alcoholic beverages
may be allowed in the facility for adult groups. All use of alcoholic beverages must be approved prior to
use by the City of Daly City and the Police Department.

Alcoholic beverages are allowed for a maximum of four (4) hours. All serving of alcoholic beverages
must end one hour before the conclusion of the activity. This does not include the time used for clean-

up.

Renter must provide adequate security, which must be police officers of the Daly City Police Department.

Officer(s) will be assigned when deemed necessary by the Chief of Police or designee. The Chief of Police
or designee shall determine the number of officers.

The Police Department has the authority to stop any activity in any City park or facility if a police problem
arises.

The Alcoholic Beverage License sponsor(s) is/are responsible and must see that all requirements set forth
are met and complied with. Sponsor must have said license in possession while using the facility and must,
upon request, produce said license for Officer's inspection. Valid only for date and time specified.

The Alcoholic Beverage License may be obtained from:
State of California
Department of Alcoholic Beverage Control
71 Stevenson Street Suite 1500
San Francisco, CA 94105
(415) 356-6500
SFO.Direct@abc.ca.qgov

DANCE PERMIT RULES AND REGULATIONS

Police Officers are required at all public dances held in the building. The number of officers assigned to an
activity in the building is determined by the Police Chief or designee. Teenage dances must have one adult
chaperone per each 40 teenagers or fraction thereof. Lighting for dances must be sufficient for the facility
attendant to view the entire room. Additional required lighting shall be at the discretion of the facility
attendant in charge.

Renter must provide adequate security (1 per 100 guests) which must be police officers of the Daly
City Police Department.

Alcoholic beverages may not be served unless all state and local laws are complied with. No liquor will be
sold or furnished to minors or persons under the influence of alcoholic beverages. If alcoholic beverages are
to be served, the alcoholic beverage portion of this application must be completed.

Music and dance must end one hour before time specified on reservation application to allow for clean-up.

The Police Department has the authority to stop any activity in any City park or facility.

The Dance sponsor is responsible and must see that all requirements set forth are met and complied with and
deposit forfeited.
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7. The Facility Attendant has the authority to judge if the volume of the music is too loud. The Police
Department has the authority to cease dances and music if the renter and/or their guests violate any of the
above-stated rules.

8. No ticket sales at the door without the prior approval of the Department of Library and Recreation
Services and the Daly City Police Department.

9. All advertising of your community, school, church or organization event, including flyers, posters, e-mails,
website listings, postcards, radio spots, etc. must be pre-approved by the Department of Library and
Recreation Services and the Daly City Police Department.
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RECYCLE * REUSE * REPURPOSE

Recycling IS a part of your rental in a Daly City Facility.

You and your guests will be responsible to recycle CANS, BOTTLES and clean CARDBOARD before,
during, and after your event.

The facility deposit you placed at the time of rental will also act as your recycling deposit. The
deposit is an incentive to have you and your guests recycle CANS, BOTTLES and clean CARDBOARD
(No Waxed Cardboard and No Pizza Boxes). Seventy five dollars ($75.00) of your deposit will be
retained if items that should be recycled are placed in the trash bins. As the renter you may opt to
take your recycling items with you. Taking the recycling items with you will not result in the loss of
your deposit.

The Facility Attendant and/or Custodian will be providing the event with both trash and recycle
containers; also clear plastic bags to line the recycle bins. /t /s expected that CANS, BOTTLES and
clean CARDBOARD will be placed in the recycle containers and NOT in the trash containers. At this
time NO other materials are required for recycle at your event.

The Facility Attendant and/or the Custodian will evaluate that 85% of the CANS, BOTTLES and clean
CARDBOARD have been recycled from the main hall, kitchen, and any of the bar areas or stage. If
85% of the CANS, BOTTLES and clean CARDBOARD have been recycled (and not placed in the
regular trash of the event); no portion of your security deposit will be retained for this purpose.
(Other deductions may apply).
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CITY OF DALY CITY DEPARTMENT OF LIBRARY AND RECREATION SERVICES

HALL RENTAL FEES
There is a four hour minimum for all rentals. **There is an additional $75 Daly City non-resident fee.**

Insurance Rental Custodial
Facility Seatm_g S mes Deposit Fee Parking Curfew Roes Stage
Capacity Fees (non- (refundable) (Deluxe
refundable) Clean-up)
Albert Teglia Community Center * 12am Fri. — Sat. $200
285 Abbot Ave. (at East Moltke St.) 160 $100/hour $140 $250 Lot 11pm Sun. — Thurs. (Optional) N/A
Bayshore Community Center 300 SEE BACK FOR RENTAL RATES
Café Doelger * 12am Fri. - Sat. $200
101 Lake Merced Blvd. (in Westlake Park) 150 $100/hour $140 $250 Lot 11pm Sun. — Thurs. (Optional) N/A
Gellert Park Clubhouse * lam Fri. — Sat. $200
50 Wembley Drive (in Gellert Park) 130 $85/hour $140 $250 Lot 11pm Sun. — Thurs. (Optional) N/A
Hillside Clubhouse * $200
992 | ausanne Avenue 49 $50/hour $105 $250 Street 8pm Mon. — Sun. (Optional) N/A
Larcombe Clubhouse * 12am Fri. — Sat. $200
99 Lake Merced Blvd. (in Westlake Park) 8 $75/hour $105 $250 Lot 11pm Sun. — Thurs. (Optional) N/A
Lawson Hall .
125 Accacia St. (2 blocks east of Cow 160 $75/hour $140 $250* Street | | Lo FT— At O$2.OO N
Palace) pm Sun. — Thurs. (Optional)
Lincoln Park Community Center * 12am Fri. — Sat. $200
901 Brunswick Street 200 $125/nour $140 $250 Lot 11pm Sun. — Thurs. (Optional) N/A
Marchbank Clubhouse $200
10 South Parkview Drive (subject to 49 $50/hour $105 $250* Street 8pm Mon. — Sun. . N/A
; : (Optional)
renter’s residence)
Merced Room * Lot lam Fri. — Sat. $200
145 Lake Merced Blvd. (in Westlake Park) 150 $85/hour $140 $250 12am Sun. — Thurs. (Optional) N/A
Pacelli Event Center 588 SEE BACK FOR RENTAL RATES
. . . $50/ea
War Memorial Activity Room * 12am Fri. — Sat. $200 )
6655 Mission Street (cross street Alp) 130 $100/hour $140 $250 Street 11pm Sun. — Thurs. (Optional) I%l;gr
War Memorial Upper Gymnasium 300 SEE BACK FOR RENTAL RATES
Westmoor Clubhouse * 8pm Mon — Sun.
123 Edgemont Dr. (near Giammona Pool) 50 $50/hour $105 $250 Lot 200
Gellert Park Picnic Shelter Side A or B 75 Resident Non-Resident Lot Until Dark N/A N/A
50 Wembley Drive (in Gellert Park) $100 per day $175 per day Mon. — Sun.

Contact the Library and Recreation Office at 650-991-8001 for additional information. Photos available at dalycity.org click> Recreation

HALL RENTAL FEES cont.
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There is a four hour minimum for all rentals. **There is an additional $75 Daly City non-resident fee.**

Insurance Rental Custodial
Facility Seat"?g ~elel e Deposit Fee Parking Curfew Fees Stage
Capacity Fees (non- (refundable) (Deluxe
refundable) Clean-up)
Bayshore Community Center* 12am Fri. — Sat. $400
450 Martin Street 300 $200/hour $200 3800 Lot 11pm Sun. — Thurs. | (Mandatory) N/A
*ADDITIONAL $25/hour staff fee for all Bayshore Community Center Rentals
. . . $50
War Memorial Upper Gymnasium Street 12am Fri. — Sat. $400
6655 Mission Street (cross street Alp) 300 $200/hour $200 $800 11pm Sun. — Thurs | (Mandatory) POSZP le
Pacelli Event Center 588 $200/hour $200 $800 Lot lam Fri. — Sat. $400 33050
145 Lake Merced Blvd. (in Westlake Park) 12am Sun. — Thurs. | (Mandatory) feetq.

ADDITIONAL INFORMATION
Certain events have SECURIITY REQUIREMENTS (Teen Events, Gym Rentals, etc). (see page 7 of the facility rentals packet)
TEEN EVENT renters can choose one of two options:
1) Pay a $250 deposit and hire a Daly City Police Officer at $60 per hour or
2) Pay a $400 deposit with no Police Officer. With option “B” the renter risks losing the entire deposit if police are called to the event for any
Rentals ha:/eeaizrlles and regulation on serving and sales of alcohol. (see page 8 of the facility rentals packet)
Late Payments and Late Changes are charged a $50.00 fee. (see page 5 of the facility rentals packet)
We charge additional fees for CANCELLATIONS. (see page 5 of the facility rentals packet).
Event attendance may not exceed the Maximum Capacity established by the Daly City Fire Department.

Non-Profit organizations are allowed one rental per calendar year at the non-profit rate. Please ask for details.

Rentals have a four (4) hour minimum.

* RENTAL DEPOSITS: Rental Deposits will be returned no sooner than 45 days after your event, provided all terms and conditions of the contract
have been met.




FACILITY RESERVATION APPLICATION

1. Date of use: 2. Hours: Doors open: _____am/pm
Note: Set-up and clean-up times must be included in rental hours.  Group out by: ____am/pm

3. Facility:

4. Type of event: 5. # of guests expected:

6. Applicant’s Name: 7. Resident of Daly City:___ verif__

8. Applicant’s Home Address: 21 Yearsold: __ verif

Driver’s License:
9. Applicant’s Day Tel #: Eve/Weekend Tel #:
10. If group application, list name and address of organization: Cell Phone #

E-Mail Address:

Non-profit group: ___yes__no
Selling Tickets or Collecting Money: Yes_ No___ Non-profit I1.D #:
11. Person in charge of event (if other than applicant):
Name: Day ph.#: Eve ph.#:
Address: License #/Verification:

***xx*% NO ALCOHOL WILL BE ALLOWED AT CHILDREN/TEENAGE FUNCTIONS **#***
CITY ALCOHOLIC BEVERAGE PERMIT:
Serving of alcohol must stop one hour prior to the conclusion of the event.

Will alcohol be served? yes no Hours: am/pm to am/pm

Will alcohol be sold? yes no (A.B.C. License Required. 415-356-6500,
71 Stevenson St., SF, CA 94105)

DANCE APPROVAL.:

Dancing must stop one hour prior to the conclusion of the event.

Dancing yes no Hours: am/pm to am/pm

| HAVE READ THE RULES AND REQUIREMENTS STATED IN THE TERMS AND GUIDELINES OF
THE RENTAL INFORMATION, AND AGREE TO COMPLY WITH THEM.
**x** |f you misrepresent the information on this application, your entire deposit will be forfeited. *****

Applicant Signature Date

YOUR DEPOSIT WILL BE REFUNDED NO SOONER THAN 45 DAYS AFTER YOUR EVENT
PROVIDING ALL TERMS AND CONDITIONS OF THE SIGNED CONTRACT HAVE BEEN MET

More than one change on your reservation will incur a $50 change fee
$50 late fee will be assessed if not paid by due date
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