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BIRTHDAY PARTIES,
CELEBRATIONS & EVENTS
POLICIES & REGULATIONS

L4

BIRTHDAY PARTY, CELEBRATIONS & EVENTS FEES
All fees, including the fee for the event, the security deposit and alcohol permit if applicable, are required before a reservation
is confirmed. No exceptions.
=  PAYMENT OPTIONS: Checks made payable to the City of Los Altos; Visa, MasterCard or Discover credit cards;
cash payments made in person.

Security Deposit
A security deposit is required for all events to ensure that the facility is returned to its original condition.
=  The full security deposit will be returned within 30 days after the event if the facility is found in satisfactory condition
and the event did not surpass the paid for event time.
= [f the facility is not returned to its original condition, or if the event time is extended without pay, the renter will be
notified within two working days of the event date should any additional charges be incurred. The renter is
responsible for additional charges related to, but not limited to, property damage, required maintenance or employee
overtime. The renter will be required to forfeit the security deposit and/or pay additional fees in the amount
determined by the City.
=  (Clean-up Guidelines are detailed below and outline the renter’s responsibilities in returning the facility to its original
condition.

Alcohol Permit
A City of Los Altos Alcohol Permit is required for any event serving alcohol including beer and wine. The City Alcohol Permit
DOES NOT authorize the SALE of Liquor.

Permits to authorize the sale of liquor must be obtained by the State of California Alcohol Beverage Control Board:
San Jose ABC Office
100 Paseo de San Antonio, Room 119
San Jose CA 95113
(408) 277-1200
SNJDirect@abc.ca.gov

REFUND / CANCELLATION POLICY
Refunds for cancellation of an event will be granted as follows:

= (Cancellations received more than two (2) weeks in advance of the scheduled event will receive a full refund, minus a
10% cancellation fee

=  Cancellations received less than two weeks but more than 24 hours in advance will receive a refund of 50% of their
facility use fees.

= No refund will be provided if cancellation is requested less than 24 hours prior to scheduled event.

ACCESS TO FACILITY
Access to the indoor facilities will be granted as follows:
= [fthe event is a private party held on a weekend, a facility attendant will be provided to open and close the facility for
your use and monitor your event to ensure compliance with policies and regulations. Private parties held on
weeknights may also require a facility attendant.
=  For all other uses, a key may be issued to the renter one day prior to the event if applicable. Keys for weekend events
MUST be picked up at the Recreation Department Office by Spm on the Friday before the scheduled event. Keys
must be returned to the Recreation Department Office on the Monday following the event. Keys returned after-hours
and on weekends may be dropped through the Recreation Office mail box.




DECORATIONS

All decorations must be removed after the event. Nails, staples, and screws are NOT permitted. Only painter's blue masking
tape may be used on walls. Nothing may be hung from acoustical ceilings. Staples and pins may be used on bulletin boards
ONLY. All decorations must be fire retardant.

CLEAN-UP GUIDELINES
The return of your security deposit is partially dependent upon your compliance with the instructions below:

=  Remove all decorations including tape or string from tables, walls, outside areas, fences, grass, etc.
=  Using the cleaning equipment provided in the Janitorial closet complete the following:
o Clean sink, counter tops and cabinet doors. Use standard household cleaners, do not scour.
o Sweep and mop floor.
o Clean out refrigerator. Do not leave food in the refrigerator.
o Clean stove and ensure all burners are turned off. Do not use steel wool or abrasive pads on grill or burner
area.
= Return cleaning equipment to Janitorial closet after use.
= Dispose of all trash and recyclables in dumpsters provided, located in the following areas:
o Hillview: Behind the kitchen
o QGrant: Behind the kitchen
o  Underground: Parking lot
= Return all tables and chairs to their storage area.
= Turn off all lights, close all windows and lock all doors.

GOOD NEIGHBOR POLICY
Please be aware that the facility you are using borders on a residential area. During your event please consider these neighbors
and control your noise volume inside the building or in the picnic area, and in the parking lot. Doors should be kept closed
except while entering or exiting the building whenever music is being played, either amplified or acoustic. Your consideration
and cooperation is appreciated.
= NOISE ORDINANCE: Activities held in the City of Los Altos facilities must conform to the standards and
regulations for Noise and Vibration Control as set forth by the City Noise Ordinance No. LAMC 6.16.050.

MISCELLANEOUS INFORMATION
=  VEHICLES are restricted to appropriate parking spaces. Loading and unloading is restricted to the parking lot areas
only.
= BOUNCE HOUSES are not permitted in any City of Los Altos park.

EMERGENCY PHONE LIST
For facility problems, please call the Recreation Office at (650) 947-2790 (Monday-Friday, 8am - 5pm).
On weekends, evenings and holidays, please call the Los Altos Police Department at (650) 947-2770.




