
City of Costa Mesa  Administrative Services Department, Recreation Divi
 

ATHLETIC FIELD/FACILITY USE AND ALLOCATION PO
January 2005 

 

PROPOSED TEMPORARY, PORTABLE LIGHTING POLI
PURPOSE 
To specify guidelines for the request and City permitted use of temporary, portable sports field lights
 

POLICY 
Outlined below is the process for requesting a permit for temporary, portable lights for City and
will reflect the established Good Neighbor Policy.  Resident youth sports organizations may re
lights for use in a City park or on a Newport Mesa Unified School District school sports field
Monday through Thursday from October 1 through March 31 and ONLY IF no other ligh
must be turned off as soon as possible after the completion of the last game but not to exceed
allowed during the four day Thanksgiving weekend or from December 20 through January 2.  T
need and must be made each year. 
 

PROCEDURE 
1. A request for the use of temporary, portable lights must submitted in writing to the Rec

located in City Hall on or before May 15 along with the July – December allocation req
site and field, noting the location of lights on the field and how and where your organizatio
use.  The Recreation Division will review all requests for the use of temporary, portable ligh

 

2. If the request is for a NMUSD site and approved by the Recreation Division to proc
obtain written approval from the school principal for both the use of portable lights
portable lights are to be stored.  Use Temporary Portable Light Request Form and Chec
Recreation Division by July 15.   

 

3. The Recreation Division will review the request with NMUSD Administration for appro
 

4. On or before August 15, the requesting organization must provide Recreation Division staff
the temporary light use dates and times of use.  See Sample Fact Sheet - Temporary Port
will be distributed at a resident workshop. 

 

5. Recreation Division staff will schedule a Resident Workshop at least one week prior t
Parks and Recreation Commission convenient location.  By August 31, Recreation Div
residents within 500 feet of the site informing residents of a Resident Workshop an
Temporary Lights.  The notice will also include the organization’s fact sheet.  Duplic
billed to the requesting organization. 

 

6. A Public Hearing for use of Temporary, Portable Lights will take place at the Septe
Commission meeting.   The Decision of the Commission is final. 

 

       Use Requirements 
1. If the Parks and Recreation Commission approve the request for use of temporary 

the organization’s insurance carrier is required indicating that claims for liability
temporary lights are covered.   Such evidence is required PRIOR to the onset of use

 

2. The organization will distribute a flyer to organization participants stating all parki
and that no noisemakers are allowed.   Submit a copy of this flyer to the Recreation

 

3. All portable light units must be secured and locked in the approved location after ea
 

4. Parking must be monitored by the organization. Participants/guests are request
participants should practice being good neighbors in our residential neighborhood
parking, blocking driveways, etc).  No amplification equipment will be allowed inc
address systems, stereo equipment, stationary and portable components and bullho
any time. 

 

5. Failure to comply with any of the above use requirements by user groups will resul
portable light use and a strike issued. 

 
 

ATTACHMENT #2
 
sion 

LICY 

CY       

. 

 District sport fields and how it 
quest temporary use of portable 
s beyond normal daylight hours 
ted fields are available.  Lights 
 8:00 p.m.  No light use will be 
he request must be for a special 

reation Division Administration 
uest packet.  Include the specific 
n will store the lights when not in 
ts by May 31. 

eed, the organization must then 
 and a specific area where the 
klist on page 19.  Return to the 

val by August 15. 

 with a fact sheet giving details of 
able Light Use on page 19.  This 

o the September meeting of the 
ision staff will send a notice to 
d a Public Hearing for Use of 
ating and noticing costs will be 

mber the Parks and Recreation 

lights, a statement or rider from 
 or negligence involving use of 
. 

ng regulations must be followed 
 Division before use 

ch use.  

ed to leave the area quietly. All 
s (refrain from honking, double 
luding, but not limited to public 
rns. No air horns are allowed at 

t in loss of permit for temporary 



ATTACHMENT #2
City of Costa Mesa  Administrative Services Department, Recreation Division 

 

ATHLETIC FIELD/FACILITY USE AND ALLOCATION POLICY 
January 2005 

 
TEMPORARY PORTABLE LIGHT REQUEST FORM and CHECKLIST 

(Please type or print) 
 
Organization__________________________________________________________________________________ 
 
Applicant’s Name _____________________________________________________________________________ 
 
Daytime Phone (_____)____________________ E-Mail Address ________________________________________ 
 
Proposed Site Location _______________________ Field_________________ # of Temporary Light Units______ 
 
Lights will be used from _______________ and removed by _______________from  _________ to ________p.m. 
             (date)    (date)                   (start time)        (end time) 
 
Reason For Light Request  ______________________________________________________________________ 
 

Upon completion of the information above, staff will begin the review process.  This process will take 4 months.   
The Checklist below contains the necessary requirements needed to complete the approval process. 

 

CHECKLIST 
 

 Request to Recreation Division      Received by ________________________ Date _______ 
                        (On or before May 15)                            (City Representative) 
 

 Recreation Division Review Approval/Denial     Reviewed by ________________________ Date _______ 
                        (On or before May 31)                            (City Representative) 

 
 Written Approval from School Principal  Approved by ________________________ Date _______ 

                     (On or before July 15)                 (Principal) 
 

 Written Approval from NMUSD  Approved by ________________________ Date _______ 
(On or before August 15)    (NMUSD Representative) 

 
 Submit Organization Fact Sheet   Received by ________________________ Date _______ 

                         (On or before August 15)                             (City Representative) 
 
 Notice to Surrounding Residents          Confirmed by _______________________ Date _______ 

                    (August 31)              (City Representative) 
 

 Resident Workshop             Conducted by_______________________ Date _______ 
                    (At least one week prior to P&R Commission)  (City Representative) 
 

 P & R Commission Approval/Denial Confirmed by ______________________ Date _______ 
                    (4th Wednesday of the September              (City Representative) 
 

 Distribute Flyer to Organization Participants Confirmed by ______________________ Date _______ 
                    (Before Light Use)                (City/Organization Representative) 
 
 
Final Approval by ____________________________________ Date ___________ Permit #_________  
                                                (City Representative) 
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SAMPLE FACT SHEET - TEMPORARY PORTABLE LIGHT USE 

 
The fact sheet must include home phone numbers and cell phone numbers of the on-site coaches, the organization’s field 

representative and league president as well as City of Costa Mesa Field Ambassador’s cell phone number and City of 
Costa Mesa Communications phone number so immediate contact can be obtained with the organization. 

 
 
____________________________________________________ (Organization) is requesting use of 

temporary lights at __________________________ (School or Park), _____________________ field.  

 
Proposed Hours of Use:  __________ p.m.  to   __________ p.m. 
 
Proposed Dates of Use: __________ to ___________  

(No Use Allowed Thanksgiving Day through the Thanksgiving Weekend or December 20 through January 2) 

 
Residents are advised that the City of Costa Mesa Field Ambassadors will be on duty throughout the 
hours of proposed use. If this use is approved, in the event of problems, residents may contact the persons 
listed below. Residents may additionally contact the Field Ambassador Assistance line at (714) 925-7241 
or contact City of Costa Mesa Communications (Dispatch) at (714) 754-5252. 
 
Information about Organization: 
 
____________________________________________________ (Organization) is a COSTA MESA 

RESIDENT YOUTH GROUP.  

 
League President: _______________________________  
 

Contact Phone Numbers: (____) ___________________ (____) _____________________ 
 
Field Representative: ____________________________ 
 

Contact Phone Numbers: (____) ___________________ (____) _____________________ 
 
Coaches Using Fields:     Contact Numbers: 
 
____________________________________  (____) ________________________ 
 
____________________________________  (____) ________________________ 
 
____________________________________  (____) ________________________ 
 
____________________________________  (____) ________________________ 


