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STAFF REPORT 
CIRCLE OF FRIENDS 

CONDITIONAL USE PERMIT CUP 2-23 
AUGUST 4, 2023 

 
PROPOSAL DESCRIPTION 
 
Date application filed:  July 20, 2023 
 
Date application complete: July 31, 2023 
 
Owner:   HY5 Holdings LLC 

2100 Hayden Bridge Rd 
Springfield, OR 97477 

 
Applicant: Circle of Friends School 

P.O. Box 2811 
Eugene, OR 97402 

 
Location:   116 N. 6th Street 
    Map 20-03-28-31 Tax Lot 16200 
 
Present Conditions: Vacant structure 
 
Comp Plan Designation: B Central Business District  
 
Zoning:   C-2 – Central Business  
 
MATERIALS TO BE PART OF THE RECORD: 
 
City of Cottage Grove File: CUP 2-23 

• Applicant’s Application 
• Applicant’s Narrative 
• Minutes and information from Community Meeting dated July 24, 2023 
• Site Plan 
• City of Cottage Grove Completeness Correspondence 
• Affidavit of Posting 
• Affidavit of Notice 
• Engineering comments dated August 4, 2023 from City Planner Eric Mongan 

 
Proposal:  
This Type III Conditional Use Permit application is to establish a school located at 116 N. 6th 
Street, Map 20-03-28-31-16200. This parcel is zoned C-2 – Central Business and is currently 
improved with a vacant structure. Section 14.41.800 requires the applicant to host a noticed 
neighborhood meeting within six-months of the application date. The applicant completed a 
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notice to adjacent property owners within 300ft of the development side and completed an on-
site posting. The meeting was held July 24, 2023, and there were no attendees.  
 
Per Table 14.23.110, schools are a conditionally allowed use, hence this Type III Conditional 
Use application.  
 
The applicant is proposing a school for children with complex needs and disabilities. Circle of 
friends provides three seasons of camps during spring, summer, and winter breaks for children 
ages 5-16 with severe disabilities. The location will serve up to 10 youth with complex 
disabilities, specifically those who have a physical disability and severe communication 
impairments. The camps will have the children participate in games that focus on strengthening 
their gross and fine motor skills, use of sensory based activities that encourage exploration, 
curiosity, problem solving, and creativity, but will be contained to within the subject building. 
 
During these seasonal camps, the applicant proposes having at maximum approximately 30 
individuals plus staff; children ranging from 5-16 that are campers, student volunteers, and 
siblings, with a ratio of 2 campers to 1 staff. During these seasonal camps, the hours of operation 
will be between 8am and 5pm, Monday through Friday, with occasional events running later. 
Camp weeks typically are one week long, but during the summer months, there are proposed 4-
week long camps. The drop-off and pick-up times will be approximately 8:20am and 
approximately 2:30pm, while Wednesday’s short day pick-up times would be approximately 
1pm. The applicant proposes to have a training once a month on specified days between Sunday 
thru Saturday.  
 
The applicant has stated that the individuals who will be attending the camp will be self-
transported or receive district transportation via school bus. The bus in question would be 30ft or 
less in length, and activate a wheelchair ramp that will face the building’s back entrance in the 
alley on the east side for students who are transported by wheelchair. Self-transported students 
would enter through the main entrance, off of N. 6th Street, on the west side.  
 
The properties surrounding the subject parcel are also zoned as C2 – Central Business.  
 
COMMENTS RECEIVED 
 
Comments were received from City Planner Eric Mongan on August 4, 2023. These comments 
are addressed in this staff report and are included in the conditions of approval.  
 
Per Chapter 14.41.800 of the Code, the applicant held a neighborhood meeting on July 24, 2023.  
 
APPROVAL CRITERIA; CUP 2-23 
 
Chapter 14.44.400 Conditional Use Permits - Criteria, Standards and Conditions of Approval.  
The City shall approve, approve with conditions, or deny an application for a conditional use or 
to enlarge or alter a conditional use based on findings of fact with respect to each of the 
standards and criteria below: 
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A. Use Criteria. 
1. The site size, dimensions, location, topography and access are adequate for the needs of 

the proposed use, considering the proposed building mass, parking, traffic, noise, 
vibration, exhaust/emissions, light, glare, erosion, odor, dust, visibility, safety, and 
aesthetic conditions; 

 
Staff response and findings of fact:  
The site size, dimensions, location, topography, and access are adequate for the needs of the 
proposed use.  
 
The subject property is 100ft by 100ft, with the building footprint being 4,100sqft.  
 
In the C2 zone, there are no minimum lot area requirements, other than a minimum lot width of 
15ft. The proposed development site meets this criterion.  
 
No parking is required in the C2 zone, although the applicant has proposed a total of 7 spaces, 
two of which are proposed as ADA compliant. One van access ADA space is required, and is 
shown in the proposal. At time of site development permit application the applicant/developer 
shall include a delineated path from the van accessible parking space to the ADA accessible 
entrance of the building. The proposed van ADA space striping is 9ft wide, but is only required 
to be 8ft wide. The proposed parking spaces appear to encroach on the existing planter located at 
the southwest end of the parking lot. To preserve this planter, staff recommends the shortening of 
the van ADA parking striping by 1ft, which would allow the shift of parking space 1 to the east. 
The location of the existing parking lot will be utilized for this development, which has two 
entry/exit points.  
 
The school’s operating hours minimize impacts to adjacent properties, as students would not be 
on campus before 8am, nor typically stay after 2:20pm, and Wednesday would be a short day 
where the students are released for pick-up between 12:50-1:15pm. The hours that the school 
would be staffed is Monday – Friday 8am-5pm, with an occasional evening event typically 
ending around 7:30pm. As the surrounding parcels are also zoned Central Business, and there are 
not any residences abutting the parcel, impact to surrounding development would be similar to 
adjacent uses.   
 
The applicant proposed limited tenant improvement to establish an ADA compliant bathroom. 
The applicant or developer will need to obtain building permits and pay any associated SDC’s / 
fees.  
 
This criterion is met as proposed.  
 

2. The negative impacts of the proposed use on adjacent properties and on the public can be 
mitigated through application of other Code standards, or other reasonable conditions of 
approval; 
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Staff response and findings of fact:  Negative impacts upon adjacent properties include light spill 
(from parking lots). To address this concern, staff is recommending the following condition of 
approval: 
 
Any exterior lighting on the building or grounds shall be shielded such that it is contained within 
the property and does not negatively impact adjacent properties. This criterion is met as 
conditioned.  
 

3. All required public facilities have adequate capacity to serve the proposal; 
 
Staff response and findings of fact:  All required public facilities have adequate capacity to serve 
the proposed 30 occupant school.  
 
City Planner Eric Mongan provided the following comments related to public facility provision 
on this property on August 4, 2023 (see Exhibit A): These Engineering Comments shall be 
considered conditions of approval for this Conditional Use Permit. 
 
General 
 
- Traffic control shall be in accordance of the Manual of Uniform Traffic Control Devices for 

all work performed in the public right-of-way.  
- Developer will be responsible for payment of all system development charges and design 

review and other associated fees.  Some SDC credits for the existing school were transferred 
to the New Harrison Elementary School, esp. Transportation, so developer will need to pay 
full amount for the transportation SDC related to this application. 

 
Streets 
 
- An Erosion control permit will be required for the parking lot in Phase 1. Erosion control is 

required during construction. Improvement plans shall include details and language on the 
method of erosion control in the contract documentation. Erosion control measures shall be 
in place before any construction begins. Phase 2 will also need another erosion control plan 
due to the parking lot and any additional buildings.  

- A concrete wash out area shall be shown on plans as well as a detail to construct it. 
- Site has access off North 6th Street and Whiteaker Avenue. 
- Any damage to sidewalk during construction will result in replacement of a sidewalk panel.  

Any replacement work shall meet City Standards. Contact Engineering department for 
details. 

- There was a street tree removed from the west right-of-way area abutting the subject 
property. A new tree needs to be planted or the entire sidewalk panel needs to be replaced.                         

Water 
 

- The existing development is supplied water with a 3/4 inch meter. 
 

Sanitary Sewer 
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- If a grease interceptor does not exist, one will need to be installed. Interceptor shall meet the 
standards laid out by City of Cottage Grove Fat, Oils and Grease (FOG) program. Contact 
Greg Griswell, Public Works Superintendent for detail. 

 
Storm Drainage 
 
- Storm water runoff is not to adversely affect adjacent property owners; therefore no overland 

flow is allowed beyond what already exists.  
 

4. Willamette River Greenway criteria in Section 14.37.400 have been met, as applicable 
 
Staff response and findings of fact: The site is not adjacent to or within the Willamette River 
Greenway. Therefore, this criterion is not applicable. 
 
B. Site Design Standards. The Site Design Review approval criteria (Section 14.42.600) shall be 
met. 
 
The proposed development will occur in an existing structure, with no external changes proposed 
at this time. As the building’s exterior is not being modified, Site Design Standards applicable to 
this application are limited to those related to parking, bike parking, landscaping (around the 
parking lot), garbage and signage. 
 
Because the applicant is utilizing an existing parking lot, no additional landscaping shall be 
required, however, the striping shall conform to the dimensional standards of 14.33.300. The 
applicant must also show the delineation of accessible pathways from the ADA spaces to the 
ADA entrance. This shall be a condition of approval. If the applicant chooses to create parking 
lot landscaping, the standards of Section 14.32.300 shall apply.  
 
The applicant shall be required to install a minimum of 1 short-term and 1 long-term bicycle 
space (1 per classroom for each short and long term). The bicycle racks should be no farther 
from the main building entrance than the location of the closest vehicle space, or no more than 
10 ft. Staff recommends the west side of the development for the location of the short term 
bicycle rack. As no additional exterior development is proposed, the long term bicycle rack could 
be located inside the building. Staff finds this acceptable to meet this criterion.  
 
The applicant did not propose a location for the garbage or recycling container. Due to the 
amount of occupants, an interior storage of trash containers could be considered. Prior to 
occupancy, the applicant shall provide the garbage / recycling location and appropriate details.  
 
Per Section 14.38.700 Schools, every public, federal or state funded school shall be allowed a 
maximum of 2 wall signs not to exceed a total combined area of 80 square feet and 1 free 
standing sign not to exceed 40 square feet. The total sign height for free standing signs shall be a 
maximum of 8 feet above grade. Neon signage will not be allowed. New signage will require 
Sign Permits and/or building permits prior to installation. 
 
These criterion are met as conditioned.  
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CONCLUSION 
 
Conditional Use Permit approval pursuant to Section 14.44.400 Conditional Use Permits – 
Criteria, Standards and Conditions of Approval and subject to the recommended conditions is 
supported by the findings of fact that establish compliance with the applicable state and local 
standards. 
 
STAFF RECOMMENDATION 
 
That the Conditional Use Permit CUP 2-23 be APPROVED for the proposed Circle of Friends 
School at 116 N. 6th Street pursuant to Section 14.44.400 Conditional Use Permits – Criteria, 
Standards and Conditions of Approval which are supported by findings of fact and conditions 
that can establish compliance with applicable state and local standards.  
 
CONDITIONS OF APPROVAL 
 

1. Conditional Use approval shall be effective for a period of 12 months from the date of 
approval. The approval shall lapse if the school has not been initiated within 12 months 
of approval or construction on the site is in violation of the approved plan. 

2. Major modifications to these plans shall be approved by the Planning Commission. 
3. Parking lot striping shall conform to the dimensional standards of Section 14.33.300.  
4. One van access ADA space is required, and is shown in the proposal. At time of site 

development permit application the applicant/developer shall include a delineated path 
from the van accessible parking space to the ADA accessible entrance of the building. 

5. One short term and one long term bicycle parking space are required, and shall be in 
conformance to standards provided in Section 14.33.400.  

6. Prior to occupancy, the applicant shall provide the garbage / recycling location and 
appropriate details.  

7. No landscaping is proposed at this time. If the applicant chooses to create landscaping, 
the standards of Section 14.32.300 shall apply.  

8. The applicant shall obtain all necessary building and specialty permits for interior and 
exterior work prior to beginning any of the work, and complete all required work prior to 
occupancy. 

9. Any exterior lighting on the building or grounds shall be shielded such that it is contained 
within the property and does not negatively impact adjacent properties. 

10. Per Section 14.38.700 Schools, every public, federal or state funded school shall be 
allowed a maximum of 2 wall signs not to exceed a total combined area of 80 square feet 
and 1 free standing sign not to exceed 40 square feet. The total sign height for free 
standing signs shall be a maximum of 8 feet above grade. Neon signage will not be 
allowed. New signage will require Sign Permits and/or building permits prior to 
installation. 

11. Engineering Comments dated August 4, 2023 (Exhibit A) shall be considered conditions 
of approval. 
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EXHIBITS 
 

A. Engineering Comments 
B. Applicant’s narrative and supporting documents  
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EXHIBIT A: 
 

ENGINEERING COMMENTS 
 
 

To:    Allison Crow, Assistant Planner 
 
From:    Eric Mongan, City Planner 
 
Subject:  ENGINEERING COMMENTS FOR CUP 2-23 (116 North 6th Street – Circle 

of Friends School)  
 
Date:  August 4, 2023 
 
The following comments are based on a Type III permit application for Conditional Use Permit 
dated July 5, 2023 (2 pages), project narrative letter dated July 5, 2023 (4 pages), an overall site 
plan (1 11” x 17” sheet) not dated, showing the development site. Changes may occur during the 
review process and/or development phase that will be in conflict with statements below and 
some issues may have been overlooked that will be commented on during the review process 
and/or development phase of this project.   
 

Development Comments 
General 
 
- Traffic control shall be in accordance of the Manual of Uniform Traffic Control Devices for 

all work performed in the public right-of-way.  
- Developer will be responsible for payment of all system development charges and design 

review and other associated fees.  Some SDC credits for the existing school were transferred 
to the New Harrison Elementary School, esp. Transportation, so developer will need to pay 
full amount for the transportation SDC related to this application. 

 
Streets 
 
- An Erosion control permit will be required for the parking lot in Phase 1. Erosion control is 

required during construction. Improvement plans shall include details and language on the 
method of erosion control in the contract documentation. Erosion control measures shall be 
in place before any construction begins. Phase 2 will also need another erosion control plan 
due to the parking lot and any additional buildings.  

- A concrete wash out area shall be shown on plans as well as a detail to construct it. 
- Site has access off North 6th Street and Whiteaker Avenue. 
- Any damage to sidewalk during construction will result in replacement of a sidewalk panel.  

Any replacement work shall meet City Standards. Contact Engineering department for 
details. 

- There was a street tree removed from the west right-of-way area abutting the subject 
property. A new tree needs to be planted or the entire sidewalk panel needs to be replaced.                         
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Water 
 

- The existing development is supplied water with a 3/4 inch meter. 
 

Sanitary Sewer 
 
- If a grease interceptor does not exist, one will need to be installed. Interceptor shall meet the 

standards laid out by City of Cottage Grove Fat, Oils and Grease (FOG) program. Contact 
Greg Griswell, Public Works Superintendent for detail. 

 
Storm Drainage 
 
- Storm water runoff is not to adversely affect adjacent property owners; therefore no overland 

flow is allowed beyond what already exists.  
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Circle of Friends

116 N 6th Street // Cottage Grove Oregon 97424

www.circleoffriendsschool.org

CoF Neighborhood Meeting

City of Cottage Grove Conditional Use Permit Application

Attendees:

Katie Urhausen-Co-Founder, Board President

Jenn Davis-Co-Founder, Executive Director & Lead Teacher

*None of the 35 invited neighbors attended

Meeting Start Time: 4:00 pm

Meeting Adjournment: 5:00 pm

Circle of Friends was founded on one simple concept: youth with severe disabilities and challenges are just like anyone else – they

deserve opportunities. Through resources, support, training, and a community built on compassion, we’re here to

break the cycle of isolation for these individuals and the people who love them.










