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Subject: Policy for Accepting Park Reservations 
Date: December 31, 2019 
Origin: Michael D. Thomas, City Administrator 
Action Requested: Policy for Implementation 

 
 
Policy:  
 
Effective January 1, 2020, City of Amity Staff will transition to the new park applications 
attached. The City of Amity Staff will also will handle park reservations on a “first come, first 
served basis.”  No exceptions.  
 
The determination of who is first shall be determined by the City Clerk (or City Administrator, or 
City Recorder, in place of the Clerk – hereafter referred to as City) as the point at which the City 
receives a complete reservation form that is properly filled out, physically in the City’s 
possession, and includes full payment; whereupon the City time/date stamps the reservation.  
 
Date of email, postmarks, date of submission, return receipts, etc. - individually or collectively - 
do not constitute a reservation’s place in the “first come, first serve” queue. Only the City’s 
time/date stamp, based on the criteria provided above, will be considered.   
  
The City must also note whether the Special Use form is filed on or inside the 30-day window. 
Reservations shall not be “parked” (turned in early to be processed first when the 30-day window 
opens) in order to line jump – no exceptions. Inconvenience to the applicant does not authorize 
the City to accept an early submission of the reservation request. Examples of inconvenience to 
the applicant may include, but is not limited to, the following:  
 

1.  If the 30-day window begins on a Saturday, the City shall not accept a reservation 
request on Friday (this is “parking”). It must be submitted on Monday.  
2.  If the applicant cannot submit a reservation at 8 AM on the start of the 30-day 
window; the City shall not accept a reservation provided at 4:59 PM the day prior (this is 
“parking”). 
3.  City Employees shall not submit application requests in-lieu of the requestor, as this 
may show favoritism to those who have connections with City Employees. Only the 
applicant shall make the reservation request to the City.   
 

Special use reservations provided outside the 30-day window shall be rejected (Reservations 
solely for the Covered Picnic Area do not have a 30-day requirement.)  Extensions shall be held 
to the same requirements as new reservations, but the City may waive the fees for an extension. 
 

PARK RESERVATIONS POLICY 
 



The only exception to the “first come, first serve” and “parking” policy is if the request comes 
from another government institution such as:  Amity Public Schools, Yamhill County agencies, 
Amity Fire District, State of Oregon agencies, Chemeketa Community College, Federal 
government entities, Yamhill County Sheriff’s Office, etc. Municipal and club sports 
teams/leagues, scouting groups, student organizations (such as National Honor Society), 
businesses, private associations, religious organizations (or groups affiliated with them), non-
profits, individuals affiliated with government entities/agencies but not requesting for said 
entity/agency (e.g., a school principal requesting for a personal event), etc., do not qualify for this 
exception.  
  
The City may accept reservations in person, by mail, by fax, or by email. Verbal or telephone 
requests will not be accepted. (The City will direct verbal and telephone applicants to fill out the 
forms and use the other means of submission.)  However, until the criteria stated above are met, 
the application is not eligible for a time/date stamp and shall not be considered in the queue.  
 
As a default the City shall accept reservation requests as presented/provided. The City shall use 
discretion and judgement in approving extensions to park hours. For example, a request to extend 
1-hour past dusk on a winter’s evening may be reasonable, while extending 1-hour past dusk on a 
summer’s night may not be reasonable. The City retains the right to approve or deny any request 
for extensions to park hours for any reason.  
 
Errors, omissions, or mistakes in the application reservation, made by the applicant, are not the 
responsibility of the City to either correct or arbitrate, but may result in the reservation being 
rejected or cancelled. If the City determines that a reservation contains errors, omissions, or 
mistakes, the City may ask the applicant to refile their reservation, but the City is not obligated to 
do so. The City shall only arbitrate or correct mistakes made by the City in good faith.   
 
City of Amity priorities and events (such as the pancake feed) shall take precedence over other 
events for scheduling. Finally, the City retains the right to cancel any reservation - and return a 
full refund - for any reason. The Park is owned by the City of Amity and the City of Amity is the 
final arbitrator of the Park’s use.  

 
 
Background: 
 
The City of Amity’s current Park Reservation forms are outdated, confusing, and needed revision. 
  

 
 
Exhibits / Further Information 
 
This policy is effective January 1, 2020. 
New Park Permits Attached. 
 
 
 
 
 
Sincerely, 
 
 



Michael D. Thomas 
City Administrator 


