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      City of Waukesha      
Parks, Recreation, & Forestry 

Athletic Facilities Policies and Procedures 

❖ Baseball Diamonds ❖ Softball Diamonds

❖ Volleyball Courts ❖ Pickleball Courts

❖ Football Fields ❖ Soccer Fields

❖ Open Space ❖ Tennis Courts

For athletic facility usage and reservation procedures please contact WPRF by visiting: 
❖ Our Website: www.waukesha-wi.gov/430

❖ Our office: 1900 Aviation Drive (Monday – Friday, 8:00 am – 4:30 pm)
❖ Or by calling: (262) 524-3737

Reviewed and Approved October 2017: WPRF Board 
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A. Basic Information

1. WPRF Athletic Facilities application must be signed and returned at least seven (7) days prior to the rental date
with applicable fees.

a. Tax is additional when applicable. Tax exempt organizations must complete Wisconsin Sales Tax
exemption certificate.  (See Appendix G)

b. Applications that wish to be included in the allocation process (see below) must be submitted by
December 1st of the year prior to use.

c. Applications submitted after December 1st will be time stamped and reviewed after the allocation
process has taken place.

2. It is the rental groups responsibility to ensure all park rules are followed by all patrons using the facilities. (see
Appendix B)

3. Non-Resident Surcharge: $25.00 per day/per facility (e.g., Saratoga = one facility)
a. Non-resident is defined as a person who does not reside or own property within the corporate limits of

the City of Waukesha (in general, does not directly contribute to the City of Waukesha property taxes).
Please call the WPRF office should you have questions regarding residency issues.

4. No subleasing of athletic facilities is allowed under any circumstance.  Subleasing of fields will result in the
revocation of any permit indefinitely, pending an investigation which may end the season.

B. Priority Group Classifications

Use of Athletic Facilities will be allocated in the following priority: 

Priority 1 - City-sponsored or co-sponsored events. This includes all Department athletic programs and leagues.  
Priority 2 - Events or activities sponsored by the School District of Waukesha. 
Priority 3 - WPRF Partners. 
Priority 4 - Non-profit youth organizations.  The organization must be a City of Waukesha-based community sports 
organization. 
Priority 5 - Non-profit adult organizations.  The organization must be a City of Waukesha-based community sports 
organization. 
Priority 6 - All other youth and adult users. This includes for-profit organizations, tournaments, club teams, clinics 
and camps with individual or team participation fees. 

C. Allocation Process

1. The allocation of fields will follow the guidelines of this document. Once allocations are determined by the
Department, they will not be changed during the season.

2. If two or more organizations in the same priority level submit competing applications, allocations will be done by
lottery.

3. The Department reserves the right to adjust the athletic facility allocation process as needed to address
recognized needs or resolve conflicts.

4. The process for the allocation of Athletic Facilities begins with a letter being sent to all recognized sports
organizations.

5. Once the letter is received, all organizations will have a specified time to complete their athletic application.
6. After the specified time to receive requests has past, the Department staff will begin the allocation process of

assigning Athletic Facilities, dates and times to the various organizations based on the priorities in this policy.
(See priority group classification). Allocations will be conducted in as fair and equitable manner as possible.
However, the Department has the discretion to allocate in the best interest of the City. It may not be possible to
grant all requests.

7. Once completed, a mandatory organization meeting will be held with all organizations outlining the allocations.
Organizations will need to bring the following items to secure their permit:
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a. Indemnification
b. Proof of Insurance (sample in Appendix H)
c. Notarized Affidavit
d. $200.00 pre-payment per day/per facility, plus sales tax, if applicable (non-refundable portion of the

pre-payment: $10.00 for hourly rental - $50.00 for half day/full day rental).

D. Athletic Field Permit

1. Athletic Field use permits are issued following the allocation meeting (providing organization submitted
indemnification, proof of insurance, notarized affidavit and pre-payment). A permit is issued only after the
Department has approved all or part of the request, all required documents are submitted, proof of insurance
has been shown and an application has been signed. A request does not constitute approval.

2. A field use permit will not be issued if there is any balance due for prior field use.
3. Tax exempt organizations must complete Wisconsin Sales Tax exemption certificate.  (See Appendix G)

E. Reserving an Athletic Facility

1. How to Reserve
a. Reservations for an athletic facility can be made by fax, mail or by visiting our office at 1900 Aviation Drive,

during regular business hours (Mon. - Fri. 8:00 am - 4:30 pm) (See Appendix A for application).
b. The time listed on the application form needs to be the time of arrival and not start time of game/event.
c. After the permit has been issued, bring your permit with you for all reservation dates.
d. Indemnification, Proof of Insurance, and City Affidavit are required for any Organization, Group or Individual

who intends to rent a City of Waukesha facility to conduct a league, tournament or any other type of
organized activity that is offered to the public.

2. Cancellations/Refunds/Changes/Inclement Weather
a. Cancellations of an entire athletic facility permit requires the permit holder to contact the WPRF Facility

Coordinator in writing at least 30 days prior to the scheduled event to receive a refund (a service charge will
apply:  $10.00 for hourly rental/ $50.00 for half/full day rental).

b. Changes in original dates and times may be made one week prior to the reservation date.

• All changes within seven (7) days result in a $25.00 charge.

• There will be no charge for the first schedule change of one date (per permit) if completed 7 days prior
to event.  Note: The “no charge” change only applies to one date on a permit.  A $25.00 charge for each
additional date change will be charged thereafter.

c. In the case of inclement weather, the reservation may be rescheduled if available as REFUNDS OR CREDITS
WILL NOT BE GIVEN.  A rescheduling request must be submitted in writing (fax, email, drop-off, etc.) up to
seven (7) days following the rain out to be eligible for rescheduling.

d. Once play has started it is at permit holder’s discretion to delay or cancel the game due to inclement
weather. Any damage to fields will be assessed by staff and billed to the permit holder.

F. Concessions

1. Any exchange of money for merchandise, food, beverages, raffles, etc., requires a sales permit from the WPRF
Department.

2. Concessionaires at the Saratoga Complex and WRO Youth Sports Complex shall have sole concession rights for
all activities during the designated season.

a. The contracted concessionaire, at their discretion, may allow tournament sponsors, under their
guidelines to conduct sales during the scheduled event.  Facility Coordinator will handle concession
inquires.  Groups are not to contact the contracted concessionaire directly.
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G. Payment Schedule

1. Allocation Applicant(s)
Once completed, a mandatory organization meeting will be held with all organizations outlining the allocations.
Organization will need to bring the following items:  Indemnification, Proof of Insurance, Notarized Affidavit and
pre-payment.

a. $200.00 pre-payment per day/per facility plus sales tax, if applicable (non-refundable service charge:
$50.00 half/full day rentals; $10.00 hourly rentals).

b. Full payment (remaining balance) is due 30 days prior to the reserved event.
c. Additional fees incurred (i.e. field prep, damage) must be paid 30 days following the event.

2. Non-Allocation Applicant(s)
Organizations will need to bring items to secure their permit:  Indemnification, Proof of Insurance, Notarized
Affidavit and pre-payment.

a. $200.00 pre-payment per day/per facility plus sales tax, if applicable (non-refundable service charge:
$50.00 half/full day rentals; $10.00 hourly rentals).

b. Full payment (remaining balance) is due 30 days prior to the reserved event.
c. Additional fees incurred (i.e. field prep, damage) must be paid 30 days following the event.

3. Private Rental (Non-public offering)

a. Full payment is due at the time of application.
b. Additional fees incurred (i.e. field prep, damage) must be paid 30 days following the event.
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WPRF Softball Diamonds  

*In addition to the hourly/daily fees other fees may apply (i.e. tax, Non-Resident Surcharge). Please see Optional User Fees on page  10. 

Park Field Anchors 
Pitching 
Mound 

Field Rental Fees* 

Buchner: premier  
(231 Oakland Ave.)    
Temporary Outfield fence 

Field #1   
Grass  

60' or 65' 50' 
$20/hour,  
Maximum of $130/day 

Banting 
(2101 Butler Dr.) 

Field #2 
Skinned  

65” 50” 
$13/hour,  
Maximum of $85/day 

Dopp #1 (NW corner) 
(429 S. Washington Ave.) 
Overhead net 

Field #1  
Skinned  

60' 46' 
$13/hour,  
Maximum of $85/day 

Dopp #2 (NE corner)  
(429 S. Washington Ave.) 
Overhead net 

Field #2 
Skinned 

60” 46’ 
$13/hour,  
Maximum of $85/day 

David’s  
(113 E. Garfield) 

Field #1  
Skinned 

NONE NONE 
$13/hour,  
Maximum of $85/day 

Grandview T-ball  
(1001 Grandview Blvd.) 

T-ball Field  NONE NONE 
$13/hour,  
Maximum of $85/day 

Priedeman  
(2010 Saratoga Rd.) 

Field #1 
Skinned 

60' 50' 
$13/hour,  
Maximum of $85/day 

Lowell  
(2201 Michigan Ave.) 

Field #1  
Skinned 

NONE NONE 
$13/hour,  
Maximum of $85/day 

Merrill Crest  
(616 S. University Dr.) 

Field #1 
Skinned 

NONE NONE 
$13/hour,  
Maximum of $85/day 

Prairie  
(821 School Dr.) 

Field #2  
Skinned 

NONE 46' 
$13/hour,  
Maximum of $85/day 

Waukesha Springs  
(700 N. Hartwell Ave.) 

Field #1 
Skinned 

NONE NONE 
$13/hour,  
Maximum of $85/day 

Roberta #1 (SW corner) 
(240 Coolidge Ave.) 
Overhead net 

Field #1  
Skinned 

60' 43' 
$13/hour,  
Maximum of $85/day 

Roberta #2 (NE corner) 
(240 Coolidge Ave.) 
Overhead net 

Field #2 
Skinned 

60' 43' 
$13/hour,  
Maximum of $85/day 
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WPRF Softball Complexes 

*In addition to the hourly/daily fees other fees may apply (i.e. tax, Non-Resident Surcharge). Please see Optional User Fees on page 10.

WPRF Baseball Diamonds 

Park Field Anchors 
Pitching 
Rubbers 

Outfield Fence Distance 
Field Rental 

Fees* 

Frame 
(1218 White Rock Ave.) 
Overhead net 

Field #1  
Grass 

90' 60'6" Fence 300' L   370 ' C  352’ R 
$39/hour,  
Maximum of $290/day 

Banting 
(2101 Butler Dr.) 
Overhead net 

Field #1 
Grass 

80’ or 90' 60'6" No outfield fence 
$20/hour,  
Maximum of $130/day 

Prairie 
(821 School Dr.) 
Overhead net 

Field #1 
Grass 

90' 60'6" No outfield fence 
$20/hour,  
Maximum of $130/day 

Pebble Valley 
(2565 Pebble Valley Rd.) 

Field #1 
Grass 

80’ or 90’ 
54’ or 
60’6” 

No outfield fence 
$20/hour,  
Maximum of $130/day 

Grandview 
(1001 Grandview Blvd) 

Field #1  
Grass 

60’ or 65’ 
or 80’ 

46' or 50' 
or 54' 

Fence  300' 
$20/hour,  
Maximum of $130/day 

*In addition to the hourly/daily fees other fees may apply (i.e. tax, Non-Resident Surcharge). Please see Optional User Fees on page 10.

Park Field 
Anchors / 
Pitching 
Mound 

Fence 
Distance 

Tournament Fees* 

Saratoga 
Complex 
(301 S. Prairie Ave.) 

4 Diamonds 
60' or 65' / 
46' (can be 
adjusted) 

 273' 

$400 for up to 4 hours, $630/day for tournaments 
Includes: initial field prep and 2 field relines per  
diamond, access to PA and scoreboards, up to 4 bags of 
diamond dry, and one facility attendant.  
(If lights needed, $10/hour per diamond) 

WRO Youth 
Complex 
(3041 Summit Ave.) 

4 Diamonds 
60' or 65' / 
46' (can be 
adjusted) 

 230' 

$400 for up to 4 hours, $630/day for tournaments  
Includes: initial field prep and 2 field relines per  
diamond, access to PA and scoreboards, up to 4 bags of 
diamond dry, and one facility attendant. 
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WPRF Soccer Fields 
(Includes Football, Lacrosse, and Open Space) 

*In addition to the hourly/daily fees other fees may apply (i.e. tax, Non-Resident Surcharge). Please see Optional User Fees on page 10.

Park 
Field Type and 

Number  
Field 

Dimensions 
Goals 

Goal 
Dimensions 

Field Rental Fees* 

Lowell 
(2201 Michigan Ave.) 

2 medium 
1 small 

270’ x 120’ 
105' x 80' 

Yes 
Yes 

7’ x 21’ 
6' x 18' 

$18/hour,  
Maximum of $120/day 

Prairie 
(821 School Dr.) 

1 medium 
1 micro 

1 Football 

240’ x 120’ 
60' x 90' 

240' x 120' 

Yes 
No 
N/A 

7’ x 21’ 
$18/hour,  
Maximum of $120/day 

Merrill Crest 
(616 S. University Dr.) 

2 medium 
1 small 
1 micro 

240’ x 120’ 
180' x 105' 
60' x 90' 

Yes 
Yes 
No 

7’ x 21’ 
4' x 6' $18/hour,  

Maximum of $120/day 

David’s 
(113 E. Garfield) 

1 medium 240 ’x 120’ Yes 7’ x 21’ 
$18/hour,  
Maximum of $120/day 

Rivers Crossing 
(3703 Rivers Crossing Dr.) 

1 medium 240’ x 120’ Yes 7’ x 21’ 
$18/hour,  
Maximum of $120/day 

Heyer 
(1121 Heyer Dr.) 

1 medium 240’ x 120’ Yes 7’ x 21’ 
$18/hour,  
Maximum of $120/day 

Mindiola Complex 
(325 Hoover Ave.) 

3 medium 
1 small 
2 micro 

240’ x 120’ 
180' x 105' 
60' x 90' 

Yes 
Yes 
Yes 

7’ x 21’ 
6' x 18' 
4' x 6' 

$18/hour,  
Maximum of $120/day 

WRO Complex 
(3041 Summit Ave.) 

1 Lacrosse 300’ x 120’ No N/A 
$18/hour,  
Maximum of $120/day 

Open Space 
(Various Locations – contact 
WPRF for more information) 

Area requested needs to 
be identified on a map 
and receive WPRF ap-
proval 

Area not to 
exceed 300’ 

x 150’ 
No N/A 

$18/hour,  
Maximum of $120/day 
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WPRF Tennis and Pickleball Courts 

WPRF Outdoor Basketball  
and Sand Volleyball 

Park 
Court Type and 

Number 
Hourly Fee* Daily/Tournament Fees* 

Banting 
(2101 Butler Dr.) 

8 Pickleball Courts 
1 Tennis Court 

Pickleball: $10/hour per 2 side-by-side 
courts. 
Tennis: $5/hour (2 hour min.) 

N/A 

Buchner 
(231 Oakland Ave.) 

6 Tennis Courts $5/hour per court (2 hour min.) $180/day (includes 6 courts) 

Heyer 
(1121 Heyer Dr.) 

18 Tennis Courts 
$5/hour per court (2 hour min.) 
(*6 or more hours involving 8 or more 
courts will be charged a full day rate.*) 

$390/day (includes 18 courts and 
park shelter) 

Lowell 
(2201 Michigan Ave.) 

10 Tennis Courts 
$5/hour per court (2 hour min.) 
(*6 or more hours involving 8 or more 
courts will be charged a full day rate.*) 

$180/day (includes 10 courts) 

*In addition to the hourly/daily fees other fees may apply (i.e. tax, Non-Resident Surcharge). Please see Optional User Fees on page 10. 

Park 
Court Type and  

Number 
Hourly Fee Daily Fees* 

Outdoor Basketball 
(Various Locations - contact 
WPRF for more information) 

Basketball $18/hour Maximum of $120/day 

Buchner 
(231 Oakland Ave.) 

1 Sand Volleyball Court $10/hour per court (2 hour min.) N/A 

Frame 
(701 E. Moreland Blvd.) 

3 Sand Volleyball Courts $10/hour per court (2 hour min.) N/A 

Merrill Crest 
(616 S. University Dr.) 

1 Sand Volleyball Court $10/hour per court (2 hour min.) N/A 

*In addition to the hourly/daily fees other fees may apply (i.e. tax, Non-Resident Surcharge). Please see Optional User Fees on page 10. 
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H. Optional User Service Fees

1. Prep and Light Fees
a. Softball Diamond Field Prep: $70.00 per diamond (includes bases)
b. Baseball Diamond Field Prep: $92.00 per diamond (includes bases)
c. Soccer/Football Field Lining: $110.00 per field
d. Lighting: $10.00 per hour, per diamond/field
e. Diamond Dry: $15.00 per bag (available upon request to make fields playable)
f. Field touch ups on weekends $100.00 per field/per visit

2. Admin Fees
a. Portable Toilets: $10.00 per unit, per day (user provides unit).  When the anticipated attendance exceeds

200, the responsible party may need to provide one toilet for each additional 100 attendees
b. Additional picnic tables: $80.00 per day, up to 4 additional tables.
c. Additional trash barrels: $40.00 per day, up to 10 additional trash barrels.
d. If keys are needed a $50 deposit is required

3. Permits
a. Sales permit: $65.00 per day, per facility rental
b. Admission permit: $100.00 per day, per facility rental
c. When an admission fee is charged, an admission permit and fee will be required.

d. Tent /Temporary structure permit: $100.00 first day and $25.00 for each day thereafter (includes tents-150
sq. feet or more & PODs.)

I. Baseball, Softball, Soccer, Tennis, Pickleball Tournaments

1. We highly recommend a pre-tournament meeting or conference call with WPRF staff to discuss field conditions,
staffing, weather and field maintenance considerations

2. Fields that WPRF grooms are prepared prior to start time. Start and end times for field preparation are
determined by WPRF staff.

3. Tournament field layouts are due to the WPRF Facilities Coordinator no later than seven (7) days prior to the
tournament.

4. At Saratoga, the scoreboards and PA system are available. The rental group will be required to staff
scorekeepers that use scoreboards and PA.  All tournaments must provide their own score pads, line-up cards,
balls, first aid, etc.

5. ALL athletic fields’ maintenance (ex: lining, alterations and additions of materials) except for field prep with
hand tools (raking – hand tools will not be provided by WPRF) must be completed by WPRF personnel, unless
approved by WPRF Facilities Coordinator.  Approved field maintenance must be paid within 30 days following
the event.

6. When no field prep is requested, the user of the diamond(s) must determine if any unsafe conditions exist.
7. Failure to pay for additional maintenance caused by excessive use or damage as set forth in these policies may

result in the immediate loss of existing field allocations, the revocation of existing permits, or the refusal of
future allocation request.  If existing permits are revoked, then the refundable portion of any already-paid fees
will be refunded, however, any amounts owing to the City will be deducted from the refund.

8. Any shelters that cannot be rented during tournament play will be charged according to current shelter fees.
Contact Facility Coordinator if questions.

9. Any additional diamond dry used on fields must be approved by the rental group contact.
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Appendix A: Rental Application 
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Appendix B: Park Rules 

1. Facilities should be cleaned and left in the condition they were found.
2. Each user group is responsible for picking up trash/debris and depositing it into the proper trash bins after

event.
3. Recycling: Any group with attendance over 400 is required to recycle cans and plastic bottles.  The disposal for

the recycling is the responsibility of the event sponsor.  All groups under 400 are encouraged to recycle their
cans and plastic. For assistance with recycling contact Waukesha County Recycling at 262-896-8317

4. If WPRF needs to repair or clean after your event the responsible party will be billed for damages and/or labor.
5. Any batting or throwing practices directed into fences at any facility is not allowed.

a. Damage to the fences from this activity will be repaired and the group will be charged for the expenses
incurred.

6. All vehicles must park in designated parking areas (i.e.  parking lots or on the street).
7. Per City ordinance: Dogs are not allowed in any City athletic facility or park, unless otherwise designated.
8. Inflatables are not permitted in City of Waukesha Parks.
9. No tents are allowed without permit – a 30-day advanced notice is necessary.

a. Fees and temporary structure application are required to be completed before permit is issued.
10. Pre-Event Turf and Sports Management: City staff will determine the likely impacts of events on turf and may

not allow some events in areas or facilities because of potential damage.
11. NO SALES of any kind may be made without permit (may require WPRF approval).
12. WRO Youth Sports Complex and Saratoga Complex are smoke free.
13. Affixing signs to trees is strictly prohibited. Signage is prohibited in any street boulevards.

a. All signs, displays and objects on park property needs to be reviewed and approved with the Recreation
Facilities Coordinator.

14. Information signs will be allowed on the site during the period of use.  However, all signs must be removed from
the site at the end of the rental period.  Any signage that requires staking into the ground will need to have the
area hot lined (see Temporary structure policies and fees).

15. No game may begin before 8:00 am (where applicable) if ball diamond maintenance is required. No new inning
may be started after 10:00 pm.

16. Alcohol usage/consumption permit can only be obtained with a shelter rental permit and a signed alcohol
agreement form.

17. Groups are responsible for their own First Aid supplies.
18. Portable goals and/or markers are allowed but must be removed daily and must have prior written approval as

part of the permit process.
19. No group or individual is permitted to maintain a storage unit (or similar object on or around a field without

written approval.

Misuse of a public park or the failure to follow established procedures, rules and regulations by any group or 
individual of a group is cause for revocation or denial of existing permits or future applications.  If existing permits are 

revoked, the refundable portion of already-paid fees will be refunded, less all amounts owing to the City. 
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Appendix C: Baseball Tournament Checklist 

This checklist is to serve as a guide for athletic tournaments. 

Prior to final approval 
▪ Application received/signed
▪ Indemnification signed
▪ Payment submitted in full 30 days prior to the event
▪ Insurance copy sent to WPRF
▪ Affidavit completed

Discussed 30 days prior to event 
▪ Set up date for meeting the week of the tournament
▪ All signs, displays and objects on park property reviewed by the Facility Coordinator
▪ Field layout (submitted and approved)
▪ Start times for games
▪ Bases
▪ Tents/hot lining
▪ Concessions
▪ Signage
▪ Diamond Dry
▪ Dogs in parks/facilities
▪ Weather plans/cancellations
▪ Bathrooms-toilet paper
▪ Trash pick-up/Recycling/Bees
▪ Batting practice into fence
▪ Keeping players off fields while grooming fields
▪ Maintenance of fields – after start of 1st game
▪ Volunteers
▪ Lost and Found
▪ Lights on/off
▪ Golf carts/utility vehicles

Week of Event, Meeting at WPRF 
▪ Phone numbers exchanged
▪ Emergency evacuation plan
▪ First Aid, Lost Child
▪ Cancellation vs. extra staffing (weather reports)

Day of the event 
▪ Ensure that all WPRF policies are being followed

24 hours following event 
▪ All areas used for event completely cleaned up
▪ Complete WPRF evaluation
▪ Contact Facility Coordinator if any incidents (accidents, safety, etc.) occurred during

the event

30 Days following event 
▪ Additional fees incurred (i.e. field prep, damage)
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Appendix D: City Affidavit Explanation 

PARKS, RECREATION & FORESTRY   Ron Grall, Director 
1900 AVIATION DRIVE         rgrall@waukesha-wi.gov 
WAUKESHA, WISCONSIN 53188-2471 
TELEPHONE  262/524-3737  FAX  262/524-3713 

City Affidavit Policy 

City Affidavit; Policy Applies to:  

Any Organization, Group or Individual who intends to rent a City of Waukesha facility for conducting a league, 
tournament or any other type of organized activity that is offered to the public. 

Rental Groups meeting the criteria above must: 

1. Complete application
2. List the City of Waukesha as an additional insured under the agreed upon coverage
3. Sign an indemnification form
4. Follow the City of Waukesha Rental Group Policies and Procedures
5. Certify through an affidavit that employment eligibility and screening safety measures are being

conducted (See Appendix E)

Employment eligibility and Screening Safety Measures (Affidavit) 

The goal of these recommendations is to make the Waukesha community safe by advancing optimum 

management practices.  The City of Waukesha Parks, Recreation and Forestry Department and user groups 

utilizing public spaces are responsible for maintaining safe environments within their programs and must be 

aware of the potential risks and safeguards to protect participants and the Waukesha community. 

Employment eligibility is a critical first step in the process as it helps to insure the name and other personal 

data given by the applicant is accurate.   
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Appendix E: City Affidavit 
State of Wisconsin  

 ss.

Waukesha County  

I, ________________________, being first duly sworn, on oath state that after making diligent inquiry: 

1. The name of the individual or organization making this application (the Applicant) is . 

2. I certify to the City of Waukesha that to the best of my knowledge, no person who participates in the operation of the
Applicant, including myself, employees, and independent contractors, is in the United States illegally or is not legally eligible
for employment in the United States.

3. I certify to the City of Waukesha that I have obtained a completed Form I-9 from each employee of the Applicant showing that

each employee is legally eligible for employment in the United States.

4. I certify to the City of Waukesha that to the best of my knowledge, no person who participates in the operation of the
Applicant, including myself, employees, volunteers and independent contractors, uses an alias or a false Social Security
Number.

5. I certify to the City of Waukesha that to the best of my knowledge, no person who participates in the operation of the

Applicant, including myself, employees and independent contractors, has been found guilty in a court of law of:

a. Any felony or misdemeanor sex offenses (including but not limited to rape, sexual assault, sexual battery, child

molestation, solicitation, possession of child pornography, or prostitution),

b. Any felony violence (including but not limited to aggravated assault, battery, homicide, manslaughter, kidnapping,

domestic violence, child endangerment, or robbery), or

c. Any felony or misdemeanor contributing to the delinquency of a minor, or furnishing alcohol or tobacco to

underaged persons within the past 5 years or multiple offenses in the past 10 years.

6. I certify to the City of Waukesha that volunteers who will have direct contact with children, elderly or disabled persons have

not been convicted of the offenses listed in 4(a), 4(b) or 4(c).  Direct contact is defined as proximity giving an opportunity for

physical contact with such persons or their personal belongings.

7. I will not employ, or allow participation in the Applicant’s activities by any persons who would cause any of the above

statements to become untrue.

8. The Applicant will indemnify and hold the City of Waukesha harmless from any liability arising from any of the above
statements being, or becoming, untrue.

(sign above) 
Print name: 
Authorized agent of Applicant 

_________________________ personally came before me this   day of  , 2017, on oath stated 

that the contents of the foregoing Affidavit are true, and signed it in my presence. 

Notary Public,  County, Wisconsin 

My commission (is permanent) (expires ) 
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Appendix F: Indemnification and Reimbursement 

Event Name _________________________________     Today’s Date ____________________ 
Date(s) of Event______________________________   Location________________________ 

Indemnification and Reimbursement Agreement 

WHEREAS, the Common Council of the City of Waukesha (“City”) has established an ordinance regulating the use of city parks and 
other specified properties for large-scale public gatherings and Special Events, and 

WHEREAS, said ordinance requires persons wishing to hold a Special Event to: (1) indemnify the City and the Park, Recreation and 
Forestry Board for injuries and damages caused by the event; and (2) agree to reimburse costs incurred due to extraordinary 
damage to City property during the event, and 

WHEREAS, the undersigned applicant has filed an application to conduct a Special Event in the City, 

THEREFORE, the City and the undersigned applicant (“Applicant”) hereby agree as follows. 

1. Indemnification.  The Applicant hereby indemnifies and holds harmless the Waukesha Park, Recreation and Forestry Board and
the City, its officers, agents, employees, successors or assigns, from and against any and all losses, debts, actions, claims,
demands, liabilities, expenses, costs, injuries and/or damages to persons or property occurring in connection with the Special
Event proximately caused by the actions of the Applicant, the sponsoring organization, its Officers, Employees or agents, or any
person under their control.

2. Reimbursement for Extraordinary Damage.  The Applicant shall reimburse the City for costs incurred due to extraordinary
damage to City property during the Special Event conducted by the Applicant.  “Extraordinary Damage,” as stated in
section 8.115(3)(e) of the Municipal Code, is defined as “damage to Park or other City property in excess of normal wear and
tear and which requires repairs in excess of routine maintenance.”

3. Procedure for Reimbursement.  To initiate a request for reimbursement pursuant to paragraph two (2) of this Agreement, the
Park, Recreation and Forestry Department shall submit to the Applicant a detailed written accounting of the extraordinary
damages and the cost of their repair as evidenced by written receipts.  The accounting shall be submitted via first class mail,
return receipt requested, to the address the Applicant provided on its Public Gathering/Special Event application.  The Applicant
shall remit payment no later than thirty (30) days from receipt of the accounting.

4. Miscellaneous Provisions.

a. Waiver.  One or more waivers by either party of any provisions, term or condition of this Agreement shall not be construed
by either party as a waiver of a subsequent breach of the same by the other party.

b. Severability.  In the event any provisions of this contract shall be held to be invalid and unenforceable, the remaining
provisions shall be valid and binding upon the parties.

c. Governing Law.  This Agreement shall be governed and construed in accordance with the law of the State of Wisconsin.

d. Entire Agreement.  This Agreement constitutes the entire Indemnification and Reimbursement Agreement between the
parties, and any change, amendment, or modification must be made in writing and executed by both parties.

IN WITNESS HEREOF, the undersigned have read and understand the contract presented here for Special Event indemnification and 
reimbursement: 

Applicant 

By: _______________________________Date:____________ 

[Print name:] __________________________________________ 
City of Waukesha 

By: _______________________________Date:____________ 
Shawn N. Reilly, Mayor 

By: _______________________________Date:____________ 
Gina Kozlik, City Clerk/Treasurer 
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Appendix G: Tax Exempt Certificate 
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Appendix H: Certificate of Liability Insurance 

ACORD ™ CERTIFICATE OF LIABILITY INSURANCE – SAMPLE  DATE: 

 WPRF Sample: Level 2 insurance requirements.  Examples of events:  River runs, car show, dances, events with alcohol 

PRODUCER 
Agency 
Address 
City, State, Zip 

 THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE 
CERTIFICATE HOLDER.  THIS CERTIFICATE DOES NOT AMEND, EXTEND OR ALTER THE COVERAGE 
AFFORDED BY THE POLICIES BELOW.    

 INSURERS AFFORDING COVERAGE 

INSURED 
Sample 

Address 

City, State, Zip 

 INSURER A:  

INSURER B:  

INSURER C:  

INSURER D:  

INSURER E:  

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.  AGGREGATE LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID 
CLAIMS. 

INSR 
LTR TYPE OF INSURANCE 

POLICY 
NUMBER 

POLICY 
EFFECTIVE 

DATE 
(MM/DD/YY) 

POLICY 
EXPIRATION 

DATE 
(MM/DD/YY) LIMITS 

GENERAL LIABILITY EACH OCCURRENCE $1,000,000 

X COMMERCIAL GENERAL LIABILITY FIRE DAMAGE (Any one fire) $50,000 

 CLAIMS MADE   X OCCUR MED EXP (Any one person) $5,000 

______________________________ PERSONAL & ADV INJURY $1,000,000 

______________________________ GENERAL AGGREGATE $2,000,000 

GEN’L AGGREGATE LIMIT APPLIES PER: PRODUCTS – COMP/OP AGG $2,000,000 

X POLICY     PROJECT        LOC 

AUTOMOBILE LIABILITY COMBINED SINGLE LIMIT 
(Ea accident) 

$ 
 ANY AUTO 

 ALL OWNED AUTOS BODILY INJURY 
(Per person) 

$ 
 SCHEDULED AUTOS

 HIRED AUTOS BODILY INJURY 
(Per accident) 

$ 
 NON – OWNED AUTOS 

______________________________
PROPERTY DAMAGE 
(Per accident) 

$ 
______________________________

GARAGE LIABILITY AUTO ONLY – (Ea Accident) $ 

 ANY AUTO
OTHER THAN 
AUTO ONLY: 

EA ACC 

AGG 

$ 

______________________________
$ 

EXCESS LIABILITY EACH OCCURRENCE $1,000,000 

X OCCUR   CLAIMS MADE AGGREGATE $1,000,000 

$ 

 DEDUCTIBLE $ 

 RETENTION $ 

WORKER’S COMPENSATION AND  
EMPLOYER’S LIABILITY 

X/WC STATUTORYLIMITS / OTHER 

E.L. EACH ACCIDENT $ 

E.L. DISEASE – EA EMPLOYEE $ 

E.L. DISEASE – POLICY LIMIT $ 

OTHER 

DESCRIPTION OF OPERATIONS/LOCATIONS/VEHICLES/EXCLUSIONS ADDED BY ENDORSEMENT/SPECIAL PROVISIONS 
City of Waukesha, its officers, employees and agents are additional insured regarding ______________________ (event) 

held ______________________ (dates) 

CERTIFICATE HOLDER / ADDITIONAL INSURED; INSURER LETTER___    CANCELLATION  
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Appendix I: Other Agencies 

Agencies to Call for Assistance 

Agency Email/Website Phone Why to contact 
City of Waukesha Parks, 
Recreation & Forestry 
Department 
1900 Aviation Dr. 

www.waukesha-wi.gov 262-524-3737
Rental availability, Application 
forms, General questions. 

WPRF Facilities Coordinator mpalmer@waukesha-wi.gov 262-522-2953
Special requests, Concession 
permit. 

City of Waukesha Police 262-524-3831 No parking signs, Safety 

City of Waukesha Clerk’s 
Office 

262-524-3550 Alcohol license, Street closing. 

Waukesha County 
Department of 
Environmental Health 

www.waukeshacounty.gov 262-896-8300
Food sales permits, List of 
guidelines. 

City of Waukesha Fire 
Department 

262-524-3648 Codes & requirements 

WPRF assistance during 
event 

Weekend on call cell 
2nd shift cell 

262-993-4543
262-993-5882

Waukesha County 
Recycling 

262-896-8317 Recycling assistance 

Diggers Hotline 800-242-8511 Hotlining 

Area Rental 262-547-4141
Tents, chairs, barricades 
*Pre-approved insurance

Celebrations Party Rental 262-827-1444
Tents, chairs 
*pre-approved insurance

http://www.waukesha-wi.gov/
http://www.waukeshacounty.gov/
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