Canby Fire District #62
 STANDARD OPERATING GUIDELINES 
NUMBER 3.2
 
 
ORIGINATED AND APPROVED: 06/17/2026
 LAST REVISED: 09/22/2026 
 
 
SUBJECT:	Meeting Room Guidelines 
 
PURPOSE:	To define the standardized procedures for use and reservation of Canby Fire’s community meeting rooms.
 
POLICY:	All parties who wish to utilize Canby Fire District community meeting rooms must adhere to the guidelines outlined in this SOG and Board Policy10.8. 
 
AUTHORITY & RESPONSIBILITY: All Canby Fire personnel, volunteers and reserving parties are responsible for ensuring all established protocols are followed. 
 
PROCEDURE: 
 
I. Prior to submitting your reservation request, please read the following rules. Once complete, please fill out and sign the acknowledgment form (see Attachment B) 
 
II. RESERVATIONS
 
A. All requests must be submitted prior to the event date. Each group may be limited to two active reservations per month. Reservations are on a first-come, first-served basis. Reservations may be canceled if an unforeseen need arises. Canby Fire reserves the right to cancel or terminate reservations for any reason at any given time.
 
III. FEES

A. In accordance with Board Policy Section 10.8 regarding Community Rooms, all Group Class I-III, as well as public meetings and educational activities consistent with the District’s safety mission will be allowed free of charge. 
B. All organizations in Group Class IV-V (see Attachment A) will be required to pay a fee of $100 for up to four (4) hours of use.
C. The responsible party is subject to a $50 fee if the community room is not cleaned and restored to its original condition upon the conclusion of use. 
D. Any damage to Canby Fire District property during room use will be charged to the responsible party.
E. If room-use rules are violated, future privileges will be revoked.
 
IV. ACCESS

A. A unique door code will be assigned to the responsible party if the time of use is outside of normal office hours. This code will only be valid during the hours of the community meeting room reservation.
B. Propping open doors is prohibited.
C. Use of the facility is limited to the community room and restrooms only. There is no access to the fire station or the crew.
D. Wi-Fi is usually available but not guaranteed.
E. Guests must clean and restore the space back to its original configuration after each use. 
 
V. SAFETY

A. The maximum occupancy of each community room is physically posted and must not be exceeded.
B. Weapons of any kind, which include, but are not limited to, firearms, regardless of possession of the lawful permit, are prohibited. The exception to the latter being law enforcement officers who have possession of a firearm for official purposes.
C. Smoking, alcohol, and drugs are prohibited.
D. Animals, other than service animals, are prohibited.
E. Events shall not interfere with the normal operations of Canby Fire District. This includes, but is not limited to, emergency personnel or vehicle access, music, and loud noise levels. Rowdiness, physical/verbal abuse, or intimidation/harassment towards Canby Fire personnel or other community room guests or participants will not be tolerated and may result in immediate termination of the event as well as the future privilege of using any community meeting room.
F. Grounds are monitored by cameras.
G. Children under 18 must always be supervised by an adult.
H. The responsible party is liable for the conduct of their guests in and around the community meeting room and for any damage or losses as determined by Canby Fire District.
I. Firefighters are not always on site or available. Should an emergency occur requiring immediate attention, call 9-1-1.
 

VI. POLICIES AND LIMITATIONS
 
A. Definitions: The term “guest” includes the responsible party, a group’s leadership, members, employees, and invitees. The term “community room” or “facility” included all fixtures, equipment, entrances, exits, restrooms, sidewalks, and parking lot.
 
B. Indemnification: To the fullest extent permitted by law, guests will indemnify, defend, save, and hold harmless Canby Fire District, its Board members, agents, employees, volunteers, affiliates, and all other persons acting on behalf of Canby Fire District, from and against all claims, demands, suits, actions, damages, losses, costs and expenses, direct and indirect, or consequential of any nature whatsoever, including reasonable attorney’s fees, and any other costs of defense, settlement payments and court costs, and liability for personal injuries (including death), property loss, and all other legally cognizable harm cause by, arising from or resulting from, in whole or in part, or in connection with, any act of omission involving the use of a facility or community room.
 
C. Laws: Guests will comply with all applicable federal, state, and local ordinances, statutes, laws, rules, and regulations, including non-discrimination based on race, ethnicity, national origin, religion, gender, sexual orientation, marital status, age, medical condition, or disability.
 
 
 
 
APPROVED:
 

______________________________ 
Matt Dale
FIRE CHIEF








SOG 3.2 	ATTACHMENT A



I.	ACCEPTABLE Guest USERS

A. Groups using District community rooms should be prioritized as listed and classified as follows:
a. Class I – District activities

i. District administration
ii. Board of Directors and appointed committees
iii. District-sponsored activities

b. Class II - Governmental agencies or groups with broad community interest, located or operating within District boundaries:

i. County, cities, and state
ii. School districts, special districts, neighborhood associations, citizen participation organizations
iii. Fire service organizations and associations not otherwise listed

c. Class III - Civic and service groups located or operating within District boundaries:

i. Community organizations of a civic or service nature (Lion's Club, Rotary Club, Kiwanis Club, scouts, etc.)
ii. Church sponsored activities
iii. Community study groups

d. Class IV - Private interest groups:

i. Any organization that charges a fee for attendance (tuition, registration, etc.)
ii. Social or fraternal organizations
iii. Any for-profit organization

e. Class V - Political Groups
i. Community rooms may be used by political parties but must not be used for the purpose of endorsing a single political candidate or a single issue.
ii. Community rooms may not be used to display partisan campaign material.

SOG 3.2	ATTACHMENT B
CANBY FIRE DISTRICT MEETING ROOM USE AGREEMENT

I have read, understand, and agree to comply with Canby Fire District Board Policy 10.8 and have been provided with a copy of SOG 3.2.  I understand and agree that the terms and conditions of use are contractual and may be enforced by Canby Fire District. I further acknowledge the guest users’ obligations for payment of fees for use, clean-up, and damages, if appropriate, and the user's obligation for indemnification, defense, and to save and hold Canby Fire District harmless. If signing on behalf of a legal entity user, I represent and warrant that I have all authority to bind the guest user to this agreement. 

By signing, I also acknowledge that I am the person responsible for adherence to these requirements, that the provisions for fees, clean-up, and damages apply to me personally, and that violations of Board Policy 10.8 or SOG 3.2 can result in permanent loss of privileges for myself or the guest user.

Responsible Party / Guest Use
 
Room to be Reserved:	   ☐ Station 361 Meeting Rooms	☐ Station 365 Meeting Room	
 
Date Requested: ____________________________	Time Requested: _____________________
 
Organization or Business: ________________________________________________________

Acceptable Guest User Designation Class: ___________________________________________
 
Responsible Party’s Printed Name: _________________________________________________
                                        
Responsible Party’s Signature: ____________________________________________________ 
 
Responsible Party’s Address: _____________________________________________________
 
Responsible Party’s Phone #: ______________________________________________________

Onsite Contact Name: ___________________________________________________________

Onsite Contact Phone Number: ____________________________________________________
 
Office Use Only
 
Reservation Fee: ________________________________________________________________
 
Payment Information
 
Payment Method: Check Cash
 
Date of Payment: _______________________	Amount Paid: $______________________
 
Approved: 				Denied: 
 
Denial Reason: _________________________________________________________________
 
Official’s Printed Name: _________________________________________________________
 
Official’s Signature: _____________________________________________________________

