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CITY OF RIO RANCHO

ADMINISTRATIVE POLICIES AND PROCEDURES
	Facility Usage Policy




Purpose
The City of Rio Rancho permits buildings, parks, and sports facilities (hereafter called facilities) to be used for the leisure time pursuits of the general public, as well as by governmental agencies, for-profit, and not-for-profit organizations.  This Policy is intended to establish standardized guidelines for the proper usage of facilities. 


General Guidelines
The City of Rio Rancho permits the use of facilities by those organizations and groups that will comply with the law and will benefit the general welfare of the community.   The City has established a reservation system by which any person or group may apply to use facilities and may generally be granted usage on a first-come, first-served basis.  However, priority of use will be given to programs directly sponsored by the City of Rio Rancho.  Any person or group with a usage permit will supersede any unauthorized users of facilities.  Permission to use all City-owned facilities will be granted through the individual Department or Division overseeing the facility.  

Use of facilities will be granted when the following provisions are met:

A.
 Insurance. The City requires users of city-owned facilities to cover such use of the facilities, with the City of Rio Rancho named as additional insured on the policy.  The amount of insurance shall coincide with the Tort Claims caps found in NMSA Section 41-4-19 (1978).   The Department Director or Division Manager or designee may waive insurance requirements at their discretion depending upon the event and the size of the group.

B.
Liability. As between the parties, each party shall be solely responsible for any and all liability arising from personal injury, including death or damage to property arising from the act or failure to act of the respective party or of its officials, agents, employees pursuant to this agreement.  The liability of the City shall be subject to the immunities and limitations of the Tort Claims Act, Sections 41-4-1 et. seq. NMSA 1978, and of any amendment thereto.


C.  Official representatives of groups using City facilities must sign an appropriate permit form.  Signers of permits are held responsible for the care of the facilities, the control of all participants, spectators, etc., and the payment of all applicable fees or charges that may be required.   Permit holders must be at least 21 years of age, agree to be present for the entire activity, and be responsible for the decorum of those present.  Minors must be supervised by an adult at all times.        

D.  No City facility may be used for unlawful purposes.  Activities may not infringe upon City rules and regulations, nor disrupt the use of the facility by others.  Attendance may not exceed legal capacity.  

E. All signs, flyers, and promotional literature advertising political, religious, commercial, promotional, or fund-raising activities on City premises must state explicitly that such use does not constitute endorsement by the City of Rio Rancho, 

F.
Security may be required for the scheduled activity.  If required, security plans must be approved by the City Department or Division and/or the Department of Public Safety.


Rentals
Groups may use desired facilities on a rental basis providing that, such activities are consistent with the general activities of the facility and according to the availability of the facility.  Rental fees cover the use of the facility only and do not include any equipment except where noted.  Damage deposits and other fees may apply depending upon the specific requirements of the facility being rented.

The presence of a City employee is required whenever a facility is open for use.  Permit holders will comply with the requests of any City employee in charge regarding use of the facilities and equipment and compliance with applicable laws, regulations and rules.

Penalties
Alcoholic beverages, illicit drugs and tobacco products are not permitted in any facilities or on city property.
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Rio Rancho Parks, Recreation & Community Services
Park Rental Guidelines
______________________________________________________

1. Use of City of Rio Rancho facilities by any individual or group is subordinate to the operating requirements of the City of Rio Rancho.  In all cases, such use clearly must not conflict with City of Rio Rancho-sponsored activities nor restrict public use of a building, park, or sports facility (hereafter called facilities) for an unreasonable period of time.

2. All rentals must be scheduled through the Parks, Recreation & Community Services Department.
3. Facilities will be closed for holidays observed by the City of Rio Rancho.  Furthermore, in the event of an unexpected emergency, the facilities may also be closed.

4. A City of Rio Rancho facility may not be used for unlawful or purely commercial purposes.  Activities must not disrupt the use of the facility by others.  Attendance may not exceed legal capacity.  
5. The City may refuse rental to anyone. Reasons may include, but are not limited to: non-payment, abuse of facilities, sportsmanship issues, lack of supervision, disregarding city policies and park rules, etc.

6. Renter shall use premise only for the purpose and activities as described in the contract.

7. Renter shall not assign or sublet the whole or any part of the premise

8. All City of Rio Rancho and Rio Rancho Public School sponsored programs and events take priority over the outside rentals.

9. All applications must be submitted three weeks in advance of your scheduled event.
10. Facility rentals will not be officially scheduled until rental agreement is signed and security deposit is received.
11. The facility shall be held for thirty (30) minutes after reservation booking time.  After the thirty (30) minute grace period, if the scheduled event has not yet commenced, the facility will be closed or the area may be used for other activities.
12. A $250 clean-up/damage deposit will be required of all groups and organizations requesting facility usage.  The deposit is payable at the time of booking the facility.  The City may withhold all or part of the user’s clean-up/damages deposit as may be necessary to return the facility to its condition prior to the activity.  The clean-up/damage deposit shall be refunded, after inspection of the facility by department staff, if staff determines that the deposit is not required to cover the cost of clean-up and damages.  Additional charges may be incurred by the group/organization if the deposit is not sufficient to cover the cost of clean-up/damages.
13. Any individual or group reserving a City of Rio Rancho facility agrees to abide by the rules and regulations governing such use and to pay all fees and costs that may be required. 
14. Required fees must be paid at least ten (10) working days prior to the date of requested use.  When an event is canceled after fees are paid, the applicant may select another open date.  Groups or individuals canceling their reservation within five working days prior to the requested date will forfeit both their rental fees and the deposit, unless the City of Rio Rancho initiates cancellation.
15. Users take full responsibility for setting up the facility, and for leaving it in a clean and orderly condition.  Chairs and tables shall be returned to their original locations.  All trash and food shall be disposed of properly in outdoor receptacles.  

16. No alterations are permitted under any circumstances. 
17. Field sizes are set and are not negotiable. Renter or participants are not allowed to move base distances, pitching rubbers, etc.  No dragging, mechanical machines or altering of the fields will be allowed. 
18. In case of inclement weather, Rio Rancho Parks, Recreation & Community Services may cancel rental dates and agreements. No fields will be allowed to be played on that are not in playable condition. City staff will have final say on whether fields are playable. Rescheduling may take place or rental money refunded.
19. All game times can not start earlier than 7:00am and must end by 11:00pm. Lights will be turned off at 11:15pm. 
20. No driving of any vehicle onto the complex(s) fields and paths. 
21. Renter will be expected to keep and enforce park rules: No hitting balls into fences and all other posted park rules. Rules are posted at all parks.
22. No outside food will be sold at complex(s) unless the additional fee is paid. 
23. Smoking is prohibited in all City buildings except where designated smoking areas are established.  No alcoholic beverages or illicit drugs are permitted in any facilities or on City property.

24. If food is to be sold you must obtain all the proper licensing and permits required. 

25. Metal spikes are prohibited 
26. Keys to City facilities will not be given to any organization using the facility and or park.

27. No animals are permitted, other than service animals, without prior written permission.

28. The storage of private property by user groups on City premises is not permitted. 
29. The City of Rio Rancho does not discriminate on basis of race, age, religion, national origin or disability.
30.  An individual or group using the facility is responsible for injury or damage to person(s), equipment, or property.  For City-sponsored events, each sponsor shall be solely responsible for any and all liability arising from personal injury, including death, or damage to property arising from the act or failure to act of that respective sponsor or of its officials, agents, employees.  The liability of the City shall be subject to the immunities and limitations of the Tort Claims Act, Sections 41-4-1 NMSA 1978, et. seq. and of any amendment thereto.   Any individual or group using the facility may be required to provide liability insurance or other proof of financial responsibility depending on the   nature of the activity and the likelihood of injury or damage.  
Violation of these rules will result in cancellation of the facility usage agreement by the City of Rio Rancho.
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Rio Rancho Parks, Recreation and Community Services

Field Rental Application
3200 Civic Center Circle NE Suite 100
Rio Rancho, NM 87144 

(505) 892-2915 Adult Sports Division (505) 891-5015 Main Office
This request must be submitted to the City of Rio Rancho Parks and Recreation Adult Sports Division three weeks prior to the date of the event.  Certificate of insurance is required for all events, listing the City of Rio Rancho as an additional insurer.

FIELD RATES

	Baseball/Softball Fields
	Rates

	Field Use
	$100 per field/ per day

	Lights
	$25 per hour/per field

	RRPR staff (Adult tournaments only)
	$17 per hour/per day

	Damage/Cleaning Deposit
	$250 (Check) (refundable) 


 Damage/Cleaning deposit subject to change depending on event size/type
APPLICANT CONTACT INFORMATION

Name of individual responsible for event: 
Application on behalf of:    FORMCHECKBOX 
Group    FORMCHECKBOX 
Individual    FORMCHECKBOX 
Organization      FORMCHECKBOX 
Business

Name:      
Address:      
Home Phone:         Work         Cell:      
Email Address:      
Alternate Contact Person:      
Home Phone:         Work:        Cell:      
Email Address:      
EVENT INFORMATION

Date:      
Name of Event/Tournament:      
Is this activity sanctioned?  No  FORMCHECKBOX 
Yes  FORMCHECKBOX 
 

Estimated Attendance:       Admission Charged/Amount     
RENTAL INFORMATION

The tenant hereby requests the use of field(s) at the Rio Rancho Sports Complex.

Field #1 FORMCHECKBOX 
 Field #2 FORMCHECKBOX 
 Field #3 FORMCHECKBOX 
Field #4 FORMCHECKBOX 
 Field #5 FORMCHECKBOX 
 Field #6 FORMCHECKBOX 
Field #7  FORMCHECKBOX 
 
The tenant hereby requests the use of field(s) at the Rio Rancho Complex North. 

Field #1 FORMCHECKBOX 
Field#2 FORMCHECKBOX 

Rental Day(s): Monday FORMCHECKBOX 
 Tuesday  FORMCHECKBOX 
 Wednesday  FORMCHECKBOX 
 Thursday  FORMCHECKBOX 
 Friday FORMCHECKBOX 
 Saturday  FORMCHECKBOX 
 Sunday  FORMCHECKBOX 
 
between the hours of       and      .
Lights: are required between the hours of      and       
on the day(s) of Monday FORMCHECKBOX 
 Tuesday  FORMCHECKBOX 

Wednesday  FORMCHECKBOX 
 Thursday  FORMCHECKBOX 
 Friday FORMCHECKBOX 
 Saturday  FORMCHECKBOX 
 Sunday 
Sport Complex Field Dimensions
Please Mark the distances you would like

	List of Fields
	Base Distances 
	Pitching Distances
	Field Dimensions

	Field One
	60    FORMCHECKBOX 
    65     FORMCHECKBOX 
    80    FORMCHECKBOX 
      90    FORMCHECKBOX 

	52’3  FORMCHECKBOX 
           56   FORMCHECKBOX 

	300 fence (Center Field)

	Field Two
	60    FORMCHECKBOX 
    65     FORMCHECKBOX 
    80    FORMCHECKBOX 
      90    FORMCHECKBOX 

	52’3  FORMCHECKBOX 
           56   FORMCHECKBOX 

	300 fence (Center Field)

	Field Three
	60    FORMCHECKBOX 
    65     FORMCHECKBOX 

	40      FORMCHECKBOX 
           46   FORMCHECKBOX 

	200 fence (Center Field)

	Field Four
	60    FORMCHECKBOX 
    70     FORMCHECKBOX 
 (Tournament Only)
	46      FORMCHECKBOX 

	200 fence (Center Field)

	Field Five
	60    FORMCHECKBOX 
    70     FORMCHECKBOX 
 (Tournament Only)
	40      FORMCHECKBOX 

	200 fence (Center Field)

	Field Six
	50    FORMCHECKBOX 
    55     FORMCHECKBOX 

	35      FORMCHECKBOX 
            40  FORMCHECKBOX 

	140 fence (Center Field)

	Field Seven
	60    FORMCHECKBOX 
    65     FORMCHECKBOX 
    80    FORMCHECKBOX 
      90    FORMCHECKBOX 

	52’3  FORMCHECKBOX 
             56  FORMCHECKBOX 

	300 fence (Center Field)


*All field sizes are set and are not negotiable.
*Fields will be prepped to start your event.

* Medal Spikes are prohibited
Sport Complex North Field Dimensions

Please Mark the distances you would like

	List of Fields
	Base Distances
	Pitching Distances
	Field Dimensions

	Field One
	60    FORMCHECKBOX 
     
	40’6   FORMCHECKBOX 

	225 fence

	Field Two
	60    FORMCHECKBOX 
 
	40’6   FORMCHECKBOX 

	225 fence


*All field sizes are set and are not negotiable.

* Fields will be prepped to start your event.

* Gum, nut and seed shells, and tobacco are prohibited
* Medal Spikes are prohibited
Please Answer the Following Questions

Will a RRPR staff be needed? (Adult tournaments only)





 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
No

Will tents be used?









 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Will electricity be used?









 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Will field paint be used?








 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
Will there be amplified sound?








 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Will you be renting an inflatable attraction?  (Jumper, slide, etc)




 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Will food be sold? (If food will be sold you will be charge an extra $100.00 per event)

 FORMCHECKBOX 
Yes
 FORMCHECKBOX 
 No

APPLICANT SIGNATURE
I understand that I will be contacted by a Parks and Recreation Adult Sports Division employee within five business days from the date the application is submitted and that my application for the use of the facility is not final until it is signed by a  Parks and Recreation Adult Sports Division employee and the damage/cleaning deposit is made.  I attest that all the information provided in this application is true and correct.
Applicant Signature:      
Date     
PARKS AND RECREATION ADULT SPORTS DIVISION USE ONLY
Staff Signature: ____________________________________________________
Date: _________________________________________________________________
Received on: ______________

Approved: 
___ Yes
___ No
Total fee: ______________


Payment due by: _________________ 

Payment received on: _________________
