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ENTERTAINMENT	  PERMIT	  –	  INFORMATION	  AND	  APPLICATION	  PACKET	  
Please	  review	  these	  instructions	  and	  CMC	  Chapter	  5.28	  carefully	  before	  submitting	  application.	  

	  
Permit	  Requirements	  
It	   is	   unlawful	   for	   any	   person	   to	   provide,	   permit,	   allow,	   or	   otherwise	   suffer	   any	   form	   of	  
entertainment	  without	  a	  current	  and	  valid	  Entertainment	  Permit	  issued	  by	  the	  Chief	  of	  Police	  for	  
such	  form	  of	  entertainment.	  
	  
Entertainment	   includes	   any	   single	   event,	   a	   series	   of	   events,	   or	   an	   ongoing	   activity	   or	   business,	  
occurring	  alone	  or	  as	  part	  of	  another	  business,	   to	  which	  persons	  (including	  patrons	  and	  guests)	  
are	   invited	   or	   allowed	   to	  watch,	   listen,	   or	   participate,	   or	   that	   is	   conducted	   for	   the	   purposes	   of	  
holding	   the	   attention	   of,	   gaining	   the	   attention	   of,	   or	   diverting	   or	   amusing	   guests	   or	   patrons.	  	  
Entertainment	   includes	   both	   live	   entertainment	   and	   non-‐live	   entertainment	   as	   defined	   by	   CMC	  
Chapter	  5.28.	  
	  
Entertainment	  that	  is	  exempt	  from	  the	  permit	  requirement	  are	  set	  forth	  in	  CMC	  5.28.040.	  
	  
Application	  Process	  
1. Review	  this	  Information	  Packet	  and	  Chapter	  5.28	  of	  the	  Covina	  Municipal	  Code.	  
	  
2. Visit	   the	  Covina	  Planning	  Division	  at	  Covina	  City	  Hall	  (125	  East	  College	  Street,	  Covina)	  to	  

confirm	   whether	   any	   preliminary	   land-‐use	   entitlements	   (e.g.,	   conditional	   use	   permit,	  
special	  event	  permit,	  etc.)	  are	  required	  in	  order	  to	  provide	  or	  allow	  entertainment	  at	  your	  
entertainment	  establishment.	  
	  

3. Pay	  the	  Entertainment	  Permit	  Application	  Fee	  to	  The	  City	  of	  Covina	  (at	   the	  Covina	  Police	  
Department	  located	  at	  444	  North	  Citrus	  Avenue,	  Covina).	  

	  
4. Submit	  an	  Entertainment	  Permit	  Application,	  all	  supporting	  material,	  and	  proof	  of	  payment	  

of	  the	  Entertainment	  Permit	  Application	  Fee	  to	  the	  Covina	  Police	  Department	  (444	  North	  
Citrus	  Avenue,	  Covina)	   for	  an	   initial	   review	  of	  your	  Entertainment	  Permit	  application.	   	  A	  
determination	   of	   “completeness”	   will	   be	   rendered	   within	   fifteen	   (15)	   calendar	   days	   of	  
submission.	  
	  
a. If	   the	   initial	   review	   by	   the	   Police	   Department	   indicates	   that	   the	   application	   is	  

incomplete	   –	   and	   that	   additional	   information	   or	   material	   is	   required	   to	   process	   the	  
application,	   submit	   the	   requested	   information/material	   to	   the	   Police	   Department	  
within	  thirty	  (30)	  calendar	  days.	  
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b. If	  the	  initial	  review	  by	  the	  Police	  Department	  indicates	  that	  the	  application	  is	  complete,	  
the	   Police	   Department	   will	   commence	   its	   review	   of	   the	   application	   and	   supporting	  
material.	  	  A	  decision	  on	  the	  application	  will	  be	  rendered	  within	  sixty	  (60)	  calendar	  days	  of	  
the	  initial	  submission	  of	  a	  completed	  application.	  

	  
5. Within	   sixty	   (60)	   calendar	   days	   of	   the	   initial	   submission	   of	   a	   completed	   application,	   the	  

Chief	  of	  Police	  shall	  render	  a	  decision	  on	  the	  application.	  	  	  
	  

a. If	  the	  Chief	  of	  Police	  denies	  the	  application,	  the	  Chief	  shall	  issue	  a	  Notice	  of	  Denial	  to	  the	  
applicant	  setting	  forth	  the	  reasons	  for	  the	  denial	  and	  the	  applicant’s	  appeal	  rights.	  

	  
b. If	  the	  Chief	  of	  Police	  approves	  the	  application	  and	  the	  applicant	  accepts	  all	  conditions	  of	  

approval	  thereon,	  the	  Entertainment	  Permit	  shall	  take	  effect	  immediately	  and	  shall	  be	  
valid	  for	  one	  (1)	  calendar	  year	  from	  the	  date	  of	  issuance.	  

	  
6. Any	   applicant	   who	   wishes	   to	   challenge	   a	   denial	   or	   a	   condition	   of	   approval	   may	   file	   a	  

request	  for	  an	  appeal	  with	  the	  City	  Clerk	  (and	  tender	  a	  filing	  and	  processing	  fee	  as	  set	  forth	  
by	   City	   Council	   Resolution)	   within	   ten	   (10)	   calendar	   days	   of	   the	   Notice	   of	   Denial	   or	  
imposition	  of	  the	  condition	  of	  approval.	  	  
	  
	  

Supplemental	  Material	  to	  be	  Submitted	  with	  Application	  
In	   addition	   to	   the	   completed	   Entertainment	   Permit	   application	   (and	   all	   Exhibits	   thereto),	  
applicants	  must	  also	  submit	  the	  following	  to	  the	  Police	  Department	  before	  an	  application	  will	  be	  
deemed	  complete:	  
	  

• Fingerprints	   –	   The	   applicant	   (including	   all	   directors,	   officers,	   partners,	   managers,	   and	  
other	  persons	  with	  an	  ownership	  interest)	  shall	  submit	  a	  complete	  set	  of	  fingerprints	  in	  a	  
manner	  and	  form	  approved	  by	  the	  Chief	  of	  Police.	  [CMC	  §5.28.050.C]	  

	  
• Floor/Site	  Plan	  –	  A	  fully-‐dimensioned,	  scaled	  and	  detailed	  floor/site	  plan	  of	  the	  premises	  

where	  the	  entertainment	  will	  be	  provided	  or	  allowed.	  	  The	  plan	  must	  show,	  amongst	  other	  
items,	   the	   location	   of	   primary	   entrances	   and	   exits,	   emergency	   exits,	   fixed	   and/or	  mobile	  
bar,	   tables,	   chairs,	   and	   area	  where	   entertainment	  will	   be	   provided.	   	   The	   plan	  must	   also	  
contain	  all	  other	  information	  set	  forth	  in	  CMC	  §5.28.050.A.3.	  

	  
• Security	  Plan	  –	  Security	  plan	  must	  include,	  amongst	  other	  information,	  the	  following:	  

	  
Ø Name,	  address,	  telephone	  number,	  and	  copy	  of	  Covina	  Business	  License	  for	  who	  will	  

be	  providing	  security	  services	  
	  

Ø A	   description	   and/or	   photograph	   of	   the	   uniform/clothing	   to	   be	  worn	   by	   security	  
personnel.	  
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Ø Procedures	   for	   (i)	   management	   of	   queuing	   lines,	   (ii)	   complying	   with	   occupancy	  
limits,	   (iii)	   verifying	   age	   of	   patrons	   for	   purposes	   of	   alcohol	   sales,	   (iv)	  monitoring	  
patrons	  to	  ensure	  drinking	  limit/potential	  intoxication	  is	  not	  exceeded;	  (v)	  handling	  
obviously	   intoxicated	   patrons	   and	   patrons	   that	   are	   involved	   in	   fighting,	   arguing,	  
disruptive	   behavior,	   and	   loitering	   at	   the	   establishment	   or	   the	   area	   immediately	  
adjacent	  to	  the	  establishment.	  

	  
Ø All	  other	  information	  set	  forth	  in	  CMC	  §5.28.050.A.10.	  

	  
	  

Entertainment	  Permit	  Fees	  (effective	  January	  5,	  2016)	  
Applications	  shall	  be	  accompanied	  by	  the	  following	  non-‐refundable	  fees:	  
	  

• Application	  Fees	  
	  

 Non-Live Entertainment Live Entertainment 
0-49 Occupancy  $312 $377 
50-99 Occupancy $573 $652 

100 & Up Occupancy $1,000 Deposit +/- Actual 
Costs 

$1,000 Deposit +/- Actual 
Costs 

	  
	  

• Fingerprinting	  Fee	  
	  
LiveScan	  Fingerprinting	  (per	  person)	  -‐	  $57	  
	  

All	  fingerprinting	  services	  must	  be	  performed	  at	  the	  Covina	  Police	  Department	  (unless	  
otherwise	  approved	   in	  advance	  by	   the	  Chief	  of	  Police).	   	   Applicant	   (and	   each	   person	  
required	   to	  submit	   fingerprints)	  must	  contact	  Covina	  Police	  Department	  Associate	  
Planner	  Stephanie	  Stabio	  [at	  (626)	  384-‐5623]	  in	  order	  to	  schedule	  an	  appointment	  
time.	  	  

	  
	  
Expenditures	  for	  remodeling,	  purchasing	  equipment,	  or	  entering	  into	  agreements	  or	  leases	  prior	  
to	  approval	  of	  an	  Entertainment	  Permit	  are	  solely	  at	  applicant’s	  risk.	  
	  
	  

~~~	  
	  
	  
Any	   questions	   regarding	   Covina	   Municipal	   Code	   Chapter	   5.28	   (“Entertainment”)	   and/or	   this	  
Entertainment	   Permit	   application	   should	   be	   directed	   to	   Covina	   Police	   Department	   Associate	  
Planner	  Stephanie	  Stabio	  at	  SStabio@covinaca.gov	  or	  (626)	  384-‐5623.	  
	  
	  


