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Sunnyvale Dance Studio Use 
Guidelines and Fees Policy
Department of Library and Recreation Services

The City of Sunnyvale Dance Studio Use Guidelines and Fee Policy has been established to ensure 
that City facilities are utilized for recreational functions that meet the needs and interests of the 
community and that permitted users are fully informed of the City’s rules that govern their use.

Purpose�

•	 To establish policies and procedures governing the use of City facilities.

•	 To provide for a variety of activities reflecting the theatrical preferences of Sunnyvale residents.

•	 To collect fees for the use of the Dance Studio, in support of the ongoing maintenance.

Use of the Sunnyvale Dance Studio is contingent upon the renter’s understanding, acceptance and 
adherence to the following policies. Please review these policies. Your signature on the application 
indicates you have done so. If you have questions, concerns or need further clarification, please 
contact the Theater’s Recreation Services Coordinator at theatre@sunnyvale.ca.gov.

For rental availability and general information:

Location: Sunnyvale Community Center, 550 E. Remington Drive

Hours: Monday through Friday, 8:30 a.m. to 5 p.m.

Phone: 408-730-7350

Email: parkandfacilityresv@sunnyvale.ca.gov
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Rental Rates�

All rates are per hour cost unless otherwise noted. Minimum rental time is two hours total, in daily 
increments of one hour or more. Time over two hours may be rented in 30-minute increments, 
provided daily increments are one hour or more.

Peak Hours

Friday after 6 p.m.; Saturday and Sunday

Off-Peak Hours

Monday to Thursday; Friday before 6 p.m.

Nonprofit Resident Nonresident Nonprofit Resident Nonresident

$85 per hour $85 per hour $85 per hour $50 per hour $60 per hour $85 per hour

*This includes access to use the dance studio sound system and vestibule lobby area only. Theatre 
access is not included in the rental.

Canceling Your Reservation�

•	 The City of Sunnyvale reserves the right to cancel any reservation contract and/or equipment 
request upon two weeks notice. This shall be done when it is deemed necessary to do so and in 
consideration of the First Amendment Rights of the applicant.

•	 In the event of a true emergency, the City of Sunnyvale reserves the right to terminate any rental 
permit or reservation contract and/or equipment request, and it is understood that there shall be 
no claim for damages by the renter. An emergency is defined here as an illness, injury, accident, 
natural disaster, civil unrest, act of war or act of God, beyond the control of the City, which 
renders the venue unsafe or inaccessible.

•	 Should the renter cancel their event, refunds will be made as indicated in the refund chart listed 
below. In addition, a $25 administrative fee will be assessed for all cancellations.

•	 The City of Sunnyvale’s policies on rental changes, cancellation and refunds are designed to 
encourage the maximum community use of recreation facilities and to maximize revenue for the 
City. Short notice changes and cancellations severely restrict the City’s ability to schedule facilities 
for other activities and reduces revenue to the City. These policies encourage preplanning 
and early decision making by offering financial incentives to renters who provide the greatest 
advanced notice of changes or cancellation.

City of Sunnyvale Cancellation Refunds

Cancellation Timeframe Refund Amount

Greater than 6 months in advance Full Refund of Damage Deposit, less a 
$25 Administrative Fee
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City of Sunnyvale Cancellation Refunds

3 – 6 months in advance Refund of 50% of damage deposit, less a 
$25 Administrative Fee

1 – 3 months in advance Refund of 25% of damage deposit, less a 
$25 Administrative Fee

Less than 30 days in advance 100% of the damage deposit will be 
withheld. Use fees will be refunded

Additional Charges�

Security Deposits

Single or multiple day use $500 flat rate

Insurance Information

•	 Liability Insurance will be required for all reservations. 

•	 A general liability Insurance policy in the amount of $2 million will be required with the City of 
Sunnyvale listed as an additional insured with wording as follows: “The City of Sunnyvale, its 
officers, agents, and employees are hereby named as additionally insured.”

•	 Proof of insurance and the accompanying endorsement must be submitted a minimum of 30 days 
prior to the event. Failure to submit the appropriate insurance will obligate the City to cancel 
your event. For more information on qualifying insurance requirements please contact the 
Facilities Coordinator at 408-730-7335.

Before the Event�

•	 Any changes after you have submitted your application must be approved the Theater’s 
Recreation Services Coordinator in writing.

•	 All rentals must be paid in full in advance. A deposit is due at the time of application, and a 
reservation will not be confirmed until the deposit has been paid. The balance of the rental fee 
for one day rentals is due 30 days before the event. The balance on multiple day rentals is due 90 
days before the first event day.

•	 Please note (and notify your dancers, if necessary) that appropriate dance shoes are required. 
No black-soled tennis or aerobics shoes are permitted in the studio. Heels should be free of 
protruding nails and any taps must be firmly affixed to shoes.
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Day of the Event�

•	 The person whose name is on the application as renter must be the first person in the door on 
the day of the event and must remain on-site throughout the entire event. Only the authorized 
renter may operate the sound system.

•	 If another group is scheduled in the dance studio immediately before yours, please wait outside 
the dance studio until your rental time begins.

•	 The City of Sunnyvale is not responsible for accidents, injury, illness or loss of group or individual 
property. Please remind all participants to take safety precautions.

•	 If there is an accident, injury, illness, theft or other incident, immediately notify Sunnyvale 
Community Center staff. If there is no one at the main building’s front desk, use the red 
telephone to summon an attendant.

•	 Groups with minors (under age 18) must provide an adult supervisor at a ratio of one for every 
20 minors. Do not leave minors unattended in the studio. Do not allow children to play on (hang 
from) the barres.

•	 Do not put tape on the dance floor. It pulls up the finish and damages the surface.

•	 Do not affix anything to the mirrors or windows.

•	 Do not drag tables or chairs across the dance floor.

•	 Do not post anything on the bulletin board.

•	 Bottled water is permitted in the dance studio, but should be kept and consumed in the cubby 
area. Other beverages and food are permitted only with appropriate security deposit. Chewing 
gum is not permitted in the dance studio at any time.

•	 Animals, with the exception of working service dogs assisting persons with disabilities, are not 
permitted in the building.

•	 Smoking is not permitted anywhere in the building.

•	 Fire (including it cigarettes, candles, incense and matches) is not permitted in the dance studio.

•	 Do not offer gratuities to Sunnyvale Theatre staff, as they have been instructed not to accept any 
tips.

During the Event�

•	 The Dance Studio is not equipped to accommodate a large audience. A dozen stacking chairs 
are available in one of the unlocked closets. Chairs from the Dance Studio lobby may be used, 
but must be returned to the lobby when you are finished. Guests who do not need to be in the 
Studio should wait outdoors or in the vestibule lobby.

•	 If you wish to videotape or photograph, you assume all responsibility for legality of taping, 
including securing appropriate releases from performers and from copyright holder, in the case of 
copyrighted music, scripts or choreography.
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After the Event�

•	 Please exit promptly. There may be a group or class scheduled right after yours.

•	 Remove all personal and group belongings that you brought to the dance studio.

•	 Please return any chairs you brought out to the location where you found them.

•	 Make sure the stereo equipment is turned off when you leave.

•	 Make sure the lights are turned off when you leave.

•	 If you are a regular renter and have been issued a key, please lock all exterior doors and cabinets. 
If you have not been issued a key, please check out with a facilities attendant in the main 
Recreation Building, so they can lock up the dance studio.

•	 If you noticed any problems with the facility or its equipment, please notify the Theater’s 
Recreation Services Coordinator or the Community Center at 408-730-7350, so we can repair the 
problem as soon as possible.

•	 Refund of the dance studio deposit is contingent upon the renter vacating the premises at the 
agreed upon time and leaving the facility free of damage or debris. Events that run over the 
permitted time will be charged appropriate rental fees in minimums of 30-minute increments. 
This will be deducted from the security deposit.

•	 Evidence of unauthorized food or drink being taken into the Dance Studio may result in 
automatic forfeit of the security deposit.

•	 In the event that all or part of the security deposit is being retained, renter will be mailed written 
notice of the fees assessed within one week of the event.

•	 Assuming the dance studio is left in good condition, security deposits paid by check will be 
refunded by mail to the renter in the form of a City of Sunnyvale check, approximately six to eight 
weeks after the event. Security deposits paid by credit card will be refunded the next working day 
on the credit card.

CLEANUP CHECK LIST�

Area to be Cleaned Tasks Done

Dance Studio

Remove any props or equipment you brought.

Remove any personal belongings left by your dancers.

Sweep floor if necessary.

In case of spills, clean up with water and paper towels and 
notify staff of type of spill and location. Mark spill area with 
wet floor sign.

Put any stacking chairs that were used back in the closet.

Put any vestibule chairs that were used back in the vestibule.


