LIVE OAK COMMUNITY BUILDING
10200 0" STREET
LIVE OAK, CA 95953
FOR ANY QUESTIONS
CALL (530) 695-2112



LIVE OAK

CHECKLIST

LIVE OAK COMMUNITY BUILDING

Date of Event:

USER:

Date of Extra Night:

LOCIG Member $100
Member Extra Night ~ $25
Celebration of life $175
Rental Fee $400
Extra Night $110
Cleaning Deposit $525
Forms Signed / Copies Given
Community Rules Reviewed
Insurance Confirmed

Proof of Security Provided
Sheriff Emailed

Building Cleaned & Accepted
Building Walk-through

City Representative

Paid
Paid
Paid
Paid
Paid
Paid

R# Date: Initials__
R# Date: Initials___
R# Date: Initials___
R# Date: Initials___
R# Date: Initials___
R# Date: Initials____
Initials: Date:

Initials: Date:

Initials: Date:

Initials: Date:

Initials: Date:

Initials: Date:

Before After

Parks & Recreation Director

Reason cleaning deposit/partial deposit was not refunded:

Amount held from deposit $

Insurance Policy #:

Premium:

Liquor Fee:

Admin Fee:

Hazard:
Approved by:
Date:

Total:




Rental Fee: Date Paid: Rec #: Received By:
Extra Day: Date Paid: Rec #: Received By:

LIVE OAK Deposit: Date Paid: Rec #: Received By:

City facility/park rental application

Name of Applicant: Phone Number:

Mailing Address: Hours of Event:

Date of Event: Date of Extra Night: Sponsor’s Name:

o Live Oak Community Building Member

Type of Event (Circle one):  Baptism First Communion Quinceaiera Graduation Wedding

Family Reunion Meeting ~ LOUSD Function: Estimated Attendance:

Church Function: Other:

Will Event be Catered or Self-Served? Will alcoholic beverages be served? | Will alcoholic beverages be sold?
*If sold please attach a copy of the liquor license
authorizing the sale of alcohol.

Catered [ Self-Served O Yes O No O Yes [ No[]

Agreement and Release of Liability

The applicant/sponsor agrees to indemnify and hold harmless the City of Live Oak and its agents,
employees, officers, and volunteers against all liability, losses, claims, damages, fees of attorneys, and
other expenses which the City or its agents, employees, officers, or volunteers may sustain or incur in
consequence of the use by the applicant/sponsor on facilities owned by the City or arising out of any act
limited to sums paid or incurred in connection with claims, suites, or judgments or paid or incurred in
attempting to procure release from liability for any person injured as a result of the activities herein
referred to:

In addition thereto, the applicant/sponsor agrees to defend the City of Live Oak, its agents,
employees, officers, and volunteers against any claimed loss, damages, or liability arising out of any
conduct by the applicant/sponsor on facilities owned by the City.

Sign: Date:

Applicant/Sponsor

1. User agrees to have the building cleaned (as to the standards attached here to), all personal items
removed, and the outside area free of debris by 9:00am on (Date)
2. All keys will be returned to City Staff no later than (Date) (Time) am/pm.

Sign:

Applicant/Sponsor City Staff Signature

The following sections are FOR OFFICE USE ONLY:

Rental fee paid by: Cash O Card O Check O

Contact Number

Information of the person who paid the deposit: -Deposit will only be refunded to person who paid.

Deposit fee paid by: Cash O Card O Check O

Contact Number Address




IMPORTANT!! PLEASE READ BEFORE SIGNING

Revised 10/1/23

City of Live Oak
FACILITY RENTAL—RULES & REGULATIONS

9:00 am until 9:00 am NEXT DAY

ANY DAY OF THE WEEK

Except on Sundays

10:00am until 10:00am NEXT DAY

$400 per day ($50 application fee included)
$525 Cleaning Deposit

$110 Extra Night

Rental Fees: Funerals or Celebration of Life:

Monday-Sunday ($175)

Insurance and or Liquor Insurance
Security Officers (1-50 ratio) if alcohol
is present or sold.

Sub-Leasing of any Building is Prohibited.

Rental Fees: Organization (Member

9:00 am until 9:00 am NEXT DAY
ANY DAY OF THE WEEK

Except on Sundays

10:00am until 10:00am NEXT DAY
$50 per year membership fee

$100 per day/$25 extra night

-0- Cleaning Deposit

Insurance and or Liquor Insurance
Security Officers (1-50 guests) if alcohol
is present or sold.

City Hosted Event applies only to City employees and Council Members.
Requesting staff members must have the appropriate Department Head’s approval or the City

Manager’s approval.

Qualified Organizations of the City of Live Oak agencies or Departments conducting official City
business may utilize the meeting room of the building without charge for rent or cleaning/damage

deposits.

Insurance:

The facility user MUST provide the City of Live Oak with a Certificate of Insurance in the amount of
$2,000,000 naming the City of Live Oak as additional insured and MUST be submitted for approval at

least two weeks before the event. INCORRECT CERTIFICATES WILL NOT BE ACCEPTED. All
Certificates of Insurance MUST be turned in before the rental keys are issued. NO EXCEPTIONS!

If the facility user is unable to obtain a Certificate of Insurance, the user will be required to obtain Special
Event Liability Insurance through the City (prices may vary). In the event that the facility use is cancelled,
the certificate of insurance received by the applicant from the City of Live Oak MUST BE RETURNED to
the Parks and Recreation Department BEFORE a refund can be processed.

Renter’s Initials/Date



3.

Alcohol Policy:

The serving of alcoholic beverages is allowed only to persons over the legal drinking age of 21 and must be in
accordance with the following conditions:

A

If Alcohol will be sold at the event or is served at a public event, a one-day alcoholic beverage use permit
must be obtained through the state Alcoholic Beverage Control (ABC) Department, 950 Tharp Road, Yuba
City, CA 95993, Ph # 530-751-8570.

A permit from ABC is not required unless alcohol will be sold at an event or is served at a public event.

B.

If the applicant will be supplying a Certificate of Insurance in the amount of $2,000,000 naming the City of
Live Oak as additional insured, such Certificate must also signify “Liquor Liability” if alcohol is sold.
INCORRECT CERTIFICATES WILL NOT BE ACCEPTED. Liquor Liability Insurance (If
applicable) must also be on file with the City of Live Oak before the keys are issued.

The ABC permit must be posted at the bar during time of rental.

NO ALCOHOLIC BEVERAGESWILL BE ALLOWED IN THE COMMUNITY BUILDING
PARKING LOTS OR IN CITY PARKS.

The Parks and Recreation Department has the right to approve or disapprove all applications for the serving
of alcoholic beverages.

If an application is approved, the applicant must abide by all requirements of the California Department
of Alcoholic Beverage Control and the City of Live Oak.

Persons under 21 years of age will not be served alcoholic beverages nor be permitted to consume alcoholic
beverages in accordance with State law and the regulations of the Department of Alcoholic Beverage
Control. Violators are subject to criminal prosecution and reported violators will be denied approval of
subsequent requests for facility use.

The responsibility for obtaining all permits will be the duty of the applicant.

There is to be 1 security guard for every 50 persons when there is alcohol present. The security is to
be there from the time alcohol is served until one hour after the serving has stopped. There will be
no alcohol served or sold without security guards present. If it is found that there was alcohol
without any security guards, the City of Live Oak may retain partial or all of your deposit. As stated
above there should be 1 security guard for every 50 persons, if the rule is not followed and security
guards are under the requirements, City Staff has authority to shut down the event.

—NO EXCEPTIONS-

Renter’s Initials/Date



4. Smoking Policy:

Smoking of tobacco, or any substance, is prohibited in the Community Building. Signs are posted throughout
the facilities. The smoking areas will be located outside the facilities” doors.

5. Requlations:

A - Live Oak staff must always have access to all rooms in the Community Building.
B - No tacks, nails, or staples in the walls or ceiling.

C - The air conditioning/heater units need to be turned off at the end of the night.
($50 Charge for each unit if not)

D - The City is not responsible for any lost or stolen articles.

E - Fire Alarm - should the fire alarm be set off, the entire group will be asked to vacate the
building immediately until it is checked out and Emergency Services announces that it
is safe to return. DO NOT ATTEMPT TO TURN OFF THE FIRE ALARM. Call the non-
emergency number that is posted. IF THE FIRE ALARM GOES OFF MORE THAN ONE TIME
YOU WILL BE CHARGED.

Alarm System Fees:

15t False Alarm No Charge
2"d False Alarm $50.00
3rd False Alarm $100.00

Each Additional False Alarm  $250.00

F- THE APPLICANT IS RESPONSIBLE FOR REIMBURSING THE CITY FOR
DAMAGED OR MISSING ITEMS.
In order to recover costs, the City will pursue all collections and legal remedies at its
disposal to recover costs for damaged or missing items. This includes deducting fees
for damaged or missing goods from the cleaning fee on deposit with the city.

G - Applicant must sign a hold harmless agreement and assume all liability for damage to,
or theft of, any City property. Any accident occurring in the city facility that causes injury
to an individual must be reported to the person on duty immediately.

H - All City ordinances must be observed.

I - No permit shall be issued to groups listed by the United States Government and/or with
the Attorney General as subversive.

J - Applications shall be issued only to responsible adults, 18 years and older, who shall be
in attendance at the function for which the application is made. If application is made
for alcohol use, the individual must be over 21 years of age.

Renter’s Initials/Date



6.

Reqistration & Fee Policy:

A - All registration will be taken on a first-come, first-served basis from 9:00 AM to
5:00 PM Monday through Friday ONLY at the City of Live Oak, City Hall. In order to ensure a date
Rental Fee must be paid at City Hall. (We do not hold any dates without paying a rental fee!)

B- NO TELEPHONE RESERVATIONS WILL BE ACCEPTED!

C - Reservations may be made up to one year in advance for the rental of the Community
Building, and the Boy Scout Building.

D - Fees may be paid by Debit/Credit, Cash, Money Order, or Check (MADE PAYABLE TO THE CITY OF

LIVE OAK). Programs and fees are subject to change without notice. There will be a
City charge on all returned checks.

Cancellation/Event Re-Scheduling Policy:

A - Cancellation of reservations must be made thirty (30) or more days in advance of the schedule day(s)of
use to receive a refund, minus a $50 handling charge. If cancellation is made less than thirty (30)
days prior to the event ¥ of rental fee (less a $50 application fee) will be returned. If another party
rents the building, a full refund (less a $50 application fee) will be returned. If a cancellation occurs

14 days or less, no rental refund will be given unless the building is rented by another party. All of
the cleaning deposit fee will be returned. If the applicant has purchased Special Event Liability
Insurance through the City of Live Oak, the original certificate of insurance MUST BE
RETURNED to the Parks and Recreation Office BEFORE a refund can be processed for the
insurance fee. If you decide to move your date, there will be an extra $150 fee that must be paid
up front. You are allowed to change your date only once during the year (January-December).

Renter’s Initials/Date

Refund Policy:

A — The cleaning/damage deposit will be held until after the scheduled event. If the facility is left in a
clean condition and there are no damages or missing items the deposit will be refunded in full; within
thirty days however, if the building is left untidy, a portion of the deposit will be charged or the
whole deposit may be forfeited to the City. If the building is not ready to be turned in by the agreed
date and time the whole cleaning deposit will be forfeited to the City. Refer to the attached
cleaning checklist.

B- THE APPLICANT IS RESPONSIBLE TO REIMBURSE THE CITY FOR ANY ITEMS DAMAGED
OR LOST.
To obtain any costs the city will follow all collections and remedies at your disposal to get back the
costs of any items damaged or lost. This includes the expenses discounted of goods damaged or lost
from the deposit given to the City.

C — If all in attendance have not vacated the facility by the scheduled time, the City may retain the whole
cleaning fee deposit, or a portion thereof.
D — Full refunds will be given in the event the function is cancelled by the Parks and Recreation
Department.
Renter’s Initials/Date



9. Oven & Stove Rules:

A-All foods cooked at the building must be supervised by an Adult (18yrs & up)

B-Cooking should not be left unattended.

Renter’s Initials/Date

LIVE OAK FIRE DEPARTMENT RULES
2745 Fir Street, Live Oak, CA Ph #530-695-3522

1. The entrance into the Community Building shall be kept adequately lighted at all times during the time the building is
occupied. (UFC12.107a) Make sure Parking Lot lights are turned on/off.

2. The entrance of the building shall be kept free and clear of obstructions at all times. (UFC 12.103)

3. Exit doors shall not be provided with a lock or latch unless it is panic hardware. (UFC 12.104)

4. Overcrowding or admittance of any persons beyond the approved posted capacity shall be grounds for stopping the
performance, presentation, spectacle, or entertainment until such condition is corrected. (UFC 25.114c)

5. In rooms where chairs and/or tables are used, the arrangement shall be such as will provide aisles to each exit doorway,
as noted in the City rules. Aisles shall not be less than 36” clear width. (UFC25.107)

6. Exit passageways, stairways, and corridors shall not be used for storage. (UFC11.201b)

7. Metal of lined containers shall be provided for combustible waste materials and rubbish. (UFC11.201b)

8. Storage of flammable or combustible liquids is prohibited, except that is required for maintenance and operation of
building and equipment. (UFC.79.201e)

Renter’s Initials/Date

Bounce Houses and Water Slides

You are not allowed to set up a Bounce House or Water Slide on the Community building
premise or any city owned property especially parks

Renter’s Initials/Date

Covid-19 & Pandemics

The City of Live Oak reserves the right to cancel your event due to any changes due to state and local health
guidelines! A full return of funds would be returned to the event holder.

Renter’s Initials/Date



ExAmple ¢
.
A$RD CERTIFICATE OF LIABILITY INSURANCE

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

IMPORTANT: If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must be endorsed. If SUBROGATION IS WAIVED, subject to the
terms and conditions of the policy, certain policies may require an endorsement. A statement on this certificate does not confer rights to the
certificate holder in lieu of such endorsement(s).

DATE (MM{DD/YYYY)

PRODUCER ﬁgmg‘”
Private Insurance Name _m&%m o NG
Address ADDRESS: |
City, State, Zip Code INSURER(S) AFFORDING COVERAGE NAIC #
INSURER A : Private Insurance Name o |
e Your Name yREUREEE |
Address NSURER C -
City, State, Zip Code INSURERIDS —
INSURERE : -
INSURER F ;
COVERAGES CERTIFICATE NUMBER: REVISION NUMBER:

THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

INSR ADDL[SUBR [ POLICY EFF POLICY EXP

LTR TYPE OF INSURANCE LINSR wyD | POLICY NUMBER | {MM/DD/YYYV) | (MM/DD/YYYY} LImITS
| GENERAL LIABILITY ' ' ' ' EACHOCCURRENCE  |$ 2000000 |
i COMMERCIAL GENERAL LIABILITY E‘R‘EG%E (EZE’\c‘ZuEr[r)ence) $ 300,000
j CLAIMS-MADE OCCUR ,T IT | MED ExP (Any one person) | § 5,000
L Policy # Here Date Start | Date End | persONAL & ADVINJURY | $ 1,000,000
- - GENERAL AGGREGATE $ 2,000,000 )
GEN'L AGGREGATE LIMIT APPLIES PER: PRODUCTS - COMP/OP AGG | $ 2,000.000
j POLICY ’—_’ 5’.?& ﬁ LOC $
| AUTOMOBILE LIABILITY ’_ l— | &2"’;&2}‘1%? )S'NGLE e s 2,000,000
ANY AUTO BODILY INJURY (Per person) | 5
: QbLng\’NED | | SCHEQULED If Applicable BODILY INJURY (Per éccmem) $
i' HIRED AUTOS E3 RS‘P&%WNED _?PRe;(rngcaRdT%EAMAGE s
$
| X | UMBRELLA LIAB i OCCUR I'_ |_ EACH OCCURRENCE |'$ 1,000,000
EXCESS LIAB CLAIMS-MADE If Applicable AGGREGATE $ 2,000,000
X |oeo | | reventions $
AND EMPLOYERS: LIABILITY - rorvifarsl |5 —
gl;‘;lg;/(:ﬁPERMIgEORRE/ié}EEQEE/?EXECUTIVE - l'— if App||cab|e | EL_EACHACCIDENT  |'$ 1,000,000
(Mandatory in NH) | E.L. DISEASE - EA EMPLOYEE 5 1,000,000
| e S mao | E.L DISEASE - POLICY UMIT | s 1,000,000
Liquor Liability (if applicable) ITliT Limit: $ 1,000,000

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES (Attach ACORD 101, Additional Remarks Schedule, if more space is required)

Live Oak Community Building, 10200 "O"Street, Live Oak CA 95953.The City of Live Oak, its officers, officials, employees, and volunteers are to be covered as
additional insureds with respect to liability arising out of the rental of the facility, including work or operations performed by or on behalf of the renter and
materials, parts, or equipment furnished in connection with such work or operations. For any claims related to this project, the Renter's insurance coverage shall
be primary insurance as respects to the City of Live Oak and any insurance or self-insurance maintained by the City of Live Oak shall be excess of the Renter's
insurance and shall not contribute with it. The Insurance Company agrees to waive all rights of subrogation against the City of Live Oak for losses paid under the
terms of any policy covering the facility rental or any activities of the renter, his guests, agents, representatives, employees or subcontractors.

CERTIFICATE HOLDER CANCELLATION
; - . SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANGELLED BEFORE
315 o e KNG | Maues) THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN
9955 Live Oak ACCORDANCE WITH THE POLICY PROVISIONS.

Live Oak, CA 95953
AUTHORIZED REPRESENTATIVE

© 1988-2010 ACORD CORPORATION. All rights reserved.
ACORD 25 (2010/05) The ACORD name and logo are registered marks of ACORD
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Insurance Requirements

ENTITY (ADDITIONAL INSURED)
THE CITY OF LIVE OAK MUST BE THE ADDITIONAL INSURED.

CITY OF LIVE OAK
9955 LIVE OAK BLVD.
LIVE OAK, CA 95953

INSURANCE REQUIREMENTS FOR LESSEES (NO AUTO RISKS)
ALL CERTIFICATES AND ENDORSEMENTS ARE TO BE RECEIVED AND APPROVED AT LEAST FIVE DAYS
BEFORE THE EVENT. CERTIFICATE OF LIABILITY INSURANCE MUST BE THE SAME FORMAT AS THE EXAMPLE
CERTIFICATE PROVIDED OR IT WILL NOT BE ACCEPTED.

Lessee shall procure and maintain for the duration of the contract insurance against claims for injuries to persons or
damages to property which may arise from or in connection with the Lessee’s operation and use of the leased premises.
The cost of the insurance shall be borne by the Lessee.

MINIMUM SCOPE OF INSURANCE
Coverage shall be at least as broad as:

1. Insurance Services Office Commercial General Liability coverage (“occurrence”).

2. Worker's Compensation Insurance as required by the State of California and Employer’s Liability Insurance (for
lessees with employees).

3. Property Insurance against all risks of loss to any tenant improvements or betterments.

4. Full Liquor Liability if alcohol is sold or served for a long period of time.

MINIMUM LIMITS OF INSURANCE
Lessee shall maintain limits no less than:

1. General Liability: $2,000,000 per occurrence for bodily injury, personal injury and property damage. If Commercial
General Liability Insurance or other form with a general aggregate limit is used, either the general aggregate limit
shall apply separately to this project / location or the general aggregate limit shall be twice the required occurrence
limit.

2. Employer’s Liability: $1,000,000 per accident for bodily injury or disease.

3. Property Insurance: Full replacement cost with no coinsurance penalty provision.

DEDUCTIBLES AND SELF-INSURED RETENTION’S

Any deductibles or self-insured retention’s must be declared to and approved by the City. At the option of the City, either the
insurer shall reduce or eliminate such deductibles or self-insured retention as respects to the City, its officers, officials,
employees and volunteers; or the Lessee shall procure a bond guaranteeing payment of losses and related investigation,
claim administration and defense expenses.

OTHER INSURANCE PROVISIONS
The general liability policy is to contain, or be endorsed to contain, the following provisions:

1. The City, its officers, officials, employees and volunteers are to be covered as insurers as respects liability arising
out of premises owned, occupied or used by the Lessee. The coverage shall contain no special limitations on the
scope of protection afforded to the City, its officers, officials, employees and volunteers.

2. The Lessee’s insurance coverage shall be primary insurance as respects the City, its officers, officials, employees
and volunteers. Any insurance or self-insurance maintained by the entity, its officers, officials, employees or
volunteers shall be excess of the Lessee’s insurance and shall not contribute with it.

3. Any failure to comply with reporting or other provisions of the policies including breaches of warranties shall not
affect coverage provided to the City, its officers, officials, employees or volunteers.

4. Coverage shall state that the Lessee’s insurance shall apply separately to each insured against whom claim is
made or suit is brought, except with respect to the limits of the insurer’s liability.

5. Each insurance policy required by this clause shall be endorsed to state that coverage shall not be suspended,
voided, cancelled, reduced in coverage or in limits except after thirty (30) days prior written notice by certified mail,
return receipt requested, has been given to the City.

ACCEPTABILITY OF INSURERS
Insurance is to be placed with insurers with a current A.M. Best’s rating of no less than A: VII, unless otherwise acceptable
to the City.

VERIFICATION OF COVERAGE

Lessee shall furnish the City with original endorsements effecting coverage required by this clause. The endorsements are
to be signed by a person authorized by that insurer to bind coverage on its behalf. The endorsements are to be on forms
provided by the City. All endorsements are to be received and approved by the City before work commences. As an
alternative to the City’s forms, the Lessee’s insurer may provide complete, certified copies of all required insurance policies,
including endorsements affecting the coverage required by these specifications.




HELPFUL HINTS

A few items you may need for your event:

1.
2
3.
4

. City of Live Oak’s on call phone numbers:

Scotch Tape, string, ribbon, scissors, flashlights, etc.
Kitchen items such as foil, saran wrap, baggies, serving utensils, dishrags, and/or towels, dish soap.
CD and/or Tape player.

City Hall: (530) 695-2112 , Maintenance: (530) 681-1859 , Dispatch: (530) 822-7307

Available Equipment:

Community Building

Tables:
50 - Plastic (White — 8 ft)

Chairs:
280 - White chairs

21 ft. wide 20 ft. deep

Meeting Room:
86 ft. by 60 ft.

Occupancy load:
340 Assembly

Additional Notes:

1. Decorations may be hung from permanent toggle hooks found in the ceiling and walls.
2. Make sure all balloons are under your control so they do not get caught in the ceiling fans.
3. All mops and buckets are outside of the kitchen or inside the storage room for your use.
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