CITY OF TIGARD PARKS
POLICIES AND PROCEDURES


Reserving City of Tigard Parks:
Park reservations are accepted from January 2 until parks close (around September 30).  Reservations can be made online at www.tigard-or.gov or in person at 8777 SW Burnham St.  Two hours is the minimum reservation period for shelters.

The reserving party must strictly adhere to scheduled reservation times.  Please include in your reservation enough time for set up and clean up.  If the site is left unsatisfactory, the City has the right to impose reasonable charges for services and/or costs encumbered by the City.  Additional charges will be the responsibility of the reserving party and such charges will be billed directly to them.  All decorations, etc. must be removed and all tables wiped down.  All garbage that does not fit in the trash cans located at the shelter must be removed from the shelter area.  There are dumpsters located by Shelter 2 for excess trash.

The City does not have tables available for use other than those permanently located throughout the parks.  The reserving party is encouraged to bring fold out tables and chairs to meet their party’s needs. At no time will the reserving party block or inhibit in any way access to other areas.  No “roping off” of specific areas is allowed.

All applicants are subject to paying the application fee each time a reservation is submitted.  Subject to Tigard Municipal Code Title 9.04 Parks, General Provisions, reservations are made online or in person, and in accordance with required deposits, and rental and other fees, the amounts of which are posted on the Tigard Parks Department webpage, or available by otherwise contacting the Parks Department.

Credits/Refunds/Cancellations:
No credits or refunds shall be made to any individual or organization based on weather conditions.  Requests for a credit or refund must be submitted in writing two (2) weeks prior to the party’s scheduled reservation date.  The application fee is non refundable.  Please include the following information on any credit or refund request:

· Permit Number.
· Name, address and phone number of the reserving party.
· Name of the park and area(s) reserved.
· Reservation date and times.

Credits will be processed within a week.  Allow three weeks for refund checks to be processed.

If a customer is not satisfied with a billing decision, the customer may appeal, in writing, to the Park and Facilities Manager within 30 days of the park cancellation.


 (
The City reserves the right to cancel any scheduled usage of the park at any time.  Every effort shall be made to find an acceptable alternative date or location within the City Park system.  A full refund including the 
application
 fee shall be issued when the City cancels a reservation.
)




Alcohol/Noise/Special Events:
Beer and wine are currently allowed in moderation in most of the Tigard parks for personal consumption.  Alcohol is prohibited in Main Street Park, Liberty Park, Commercial Park, Fanno Creek Park and the Jim Griffith Memorial Skate Park.  The Oregon Liquor Control Commission (OLCC) regulates the dispensing (sale) of any alcoholic beverages.  A liquor license/permit is required for dispensing/selling alcoholic beverages in the parks and it is mandatory to supply the City with a copy of this license/permit and a $2,000,000 (two million) host liquor liability insurance endorsement, naming the City of Tigard as an additional insured prior to the approval of the reservation.  
OLCC: 503-872-5139/800-452-6522 or www.oregon.gov/OLCC.

The purchaser of any alcoholic liquor taken on the premises will be held personally liable if anyone under the legal drinking age of 21 consumes the beverage.  No intoxicated person shall enter or remain on the premises of any of the parks.

Amplified sounds may not exceed 75 decibels (which is as loud as a dishwasher or washing machine) 100’ away from the shelter. 

Special Event (i.e., fun runs, dog events) requests must be submitted on a Special Use Permit to the Public Works Director or designee.  Please include the following information on any special event request:

· The group or organization’s name, address, contact person, and phone number  
· Age group(s) of the intended participants  
· Number of people for the event
· Park(s) or area(s) desired to hold this event 
· Dates and times to be reserved  
· Purpose and intent of the event  

Advance application approval for all special events is required for special use of the park as the City does not allow certain types of uses within the parks in conformance with the ordinance.  Apply at least two weeks in advance to allow sufficient time for processing the permit.  Upon approval by the Public Works Director or designee, a Special Use Permit must be completed and all required fees, insurance, permits, etc. must be obtained prior to use.  The City may, at its discretion, require that the reserving party obtain additional insurance.

These policies and procedures have been approved by the Parks and Recreation Advisory Board (PRAB) in a public meeting and adopted by the City Manager.  Any questions, comments or clarification regarding these policies and procedures may be submitted in writing to Steve Martin, Parks and Facilities Manager, at 13125 SW Hall Blvd, Tigard, OR 97223 or steve@tigard-or.gov.  
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