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PURPOSE:  This policy and procedure statement provides direction to all staff members 
involved in monitoring and/or controlling access to the Village and activities within the Village.  
It also provides guidance to real estate professionals with respect to when and how they may 
gain access to the Village to show property listed for sale. The Association desires to facilitate 
the activities of real estate brokers listing or showing property within the Village by adopting 
procedures that provide convenient access while preserving the privacy expected by Village 
residents.  

POLICY:  All licensed real estate brokers shall be granted reasonable access to Castle Pines 
Village for the purpose of conducting real estate marketing activities subject to the procedures 
outlined herein and the Rules & Regulations of the Association. 

PROCEDURES: 

I. LISTING AND SHOWING OF REAL PROPERTY WITHIN THE VILLAGE 

A. REGISTERING NEW LISTING 

The Association’s Emergency Services Department, which is responsible for Village 
access control, registers each new listing in order to maintain a database of homes for 
sale, including the broker or broker associate1 who has the listing.  This data is used to 
facilitate access control for all brokers. 

When a broker obtains a new listing in the Village, the broker must register the listing 
with the Association by completing and submitting to the Emergency Services 
Department a New Listing Form as depicted in Exhibit “A”.  All data on the form must be 
completed.  Forms may be obtained from the Emergency Services Department located in 
the Castle Pines Homes Association Building at 688 W. Happy Canyon Road. 

In addition to the New Listing Form, the broker will be required to provide a business 
card with current address, phone, fax, and email address. 

B. REPORTING CLOSE OF SALE  

Upon the closing of a sale of a property in the Village, the listing broker is responsible for 
completing and submitting to the Emergency Services Department a Record of Sale Form 
identifying the new owner and the date the sale closed.  A sample of the Record of Sale 
Form is attached as Exhibit “B.”  Forms are distributed with the New Listing Form and 
additional copies may be obtained from the Emergency Services Department. 

C. MARKETING LISTED PROPERTY 

1. Signage – Pine Cone Plaques 

“FOR SALE” and similar signs are strictly prohibited within Castle Pines Village.  To   
help identify properties for sale, the Association provides plaques displaying a pine 
cone symbol. The broker name, and an owner or broker contact telephone number 

                                                 
1  In this policy statement, the term “broker” is used to identify both the actual broker-of-record for a property as well as 
the broker associate, if any, working under the broker-of-record’s direction. 
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may be provided by the listing broker under guidelines provided by Emergency 
Services.  Except as provided in the County Development Guide, the Castle Pines 
Village Declaration, and other Association organizational documents and in the 
section below on Open Houses, these pine cone plaques are the only for sale 
signage permitted to be used in the Village.   

Pine cone plaques are available at the Castle Pines Homes Association, 688 Happy 
Canyon Road. Cash or check only are accepted; checks should be made payable to 
the Castle Pines Homes Association.  At the discretion of the Homes Association, a 
refund may be provided for the fee paid should the plaque be returned in a like-new 
condition.  Please contact the Association office at 303.814.1345 for pricing of the 
plaque. 

No more than two (2) plaques may be displayed at each property for sale.  For 
properties which have a mailbox or bollard light, the pine cone plaques are to be 
attached to opposite sides of the mailbox post or bollard.  If the property is 
undeveloped, the broker may erect on the property an unfinished 4” x 4” post no 
more than four feet (4’) high, set back at least four feet (4’) from the pavement to 
avoid interference with road maintenance.  Plaques are to be placed near the top of 
the post. Plaques improperly displayed and any prohibited signage is subject to 
confiscation by the Association and forfeiture of fee paid. 

2. Showings by Listing Broker 

All prospective buyers must be accompanied at all times by a licensed real estate 
sales person or a Village resident when within the Village. 

Access to the Village is strictly controlled but relatively simple to obtain for 
legitimate real estate sales persons.  To arrange for access,  

(A) Call Emergency Services at (303) 688-6447 and give the following information: 

▬ Address of the property to be shown; 

▬ Name of the showing agent or broker; 

▬ Name of the brokerage firm carrying the listing; and  

▬ Approximate time of arrival. 

Alternatively, you may fax this information to (303) 688-4992.  Emergency 
Services will verify the listing and broker qualifications then relay this 
information to each gate where the broker’s name will be placed on the “to be 
admitted” list. 

(B) Proceed to any staffed Village gate and announce yourself to the gate officer.   

The gate officer will confirm that you are on the “to be admitted” list and, if so, 
will permit access.  The gate officer can provide a Village map if necessary.     

BE PREPARED TO SHOW A PHOTO ID, a business card with current address, 
phone, fax and email address and/or your real estate sales license. 

Once inside the Village, the broker is free to show the listed property and any other Village 
listings and amenities.   
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Both the Castle Pines Golf Club and the Country Club at Castle Pines are private 
membership clubs and are not open to the public.     

3. Showings by Other Brokers 

The procedure for brokers other than the listing broker is essentially identical to the 
Showings by Listing Brokers except that the showing broker will need to identify the 
brokerage firm with which he or she is affiliated. 

II. CONDUCTING “OPEN HOUSES” WITHIN THE VILLAGE 

A. GENERAL 

The concept of a real estate sales “open house” is generally at odds with normal 
standards for Village access control because it allows essentially anyone to obtain 
access to the Village without special invitation or prior arrangement.  However, the 
Association realizes that many Village property owners and their brokers may desire 
to hold one or more open houses as part of the marketing plan for a property and 
has developed this policy and procedure to address the special situation.   

It is the responsibility of all licensed real estate brokers to abide by the provisions 
of this policy as well as all rules and regulations of the Castle Pines Homes 
Association and all applicable Douglas County laws and zoning regulations and 
resolutions. In particular, Douglas County zoning Resolution Section 29, Sign 
Standards does not allow the posting of temporary signage along Douglas County 
Roadways. 

Open houses are a privilege – not a right – and failure to comply with open 
house rules and procedures may result in the suspension or complete 
withdrawal of the privilege. 

This policy and procedure addresses three types of open house:  (1) Cooperative 
open houses by two or more brokerage firms, (2) Individual brokerage open houses 
by a single brokerage firm or property owner and (3) Independent open houses by 
a single broker.  Although rules and procedures for each type are somewhat 
different any single broker may hold only one open house event each month 
regardless of the category.  

Requests for permission to hold open houses will be considered by the Director of 
Emergency Services, and permission will be granted in a fair and equitable way as 
determined by the Association Board of Directors from time to time in its sole 
discretion.  Remember, open houses are a privilege, not a right. 

1. COOPERATIVE OPEN HOUSE 

Cooperative open houses are self-organized by two or more real estate brokerage 
firms who each have, individually, at least one (1) current listing in the Village.  The 
organization and conduct of open houses is entirely the responsibility of the 
organizing brokers. 
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Cooperative open houses require the specific prior written consent of the Homes 
Association which has absolute discretion in granting or withholding permission for 
such events.  Organizing brokers should apply for permission for an open house at 
least four weeks in advance of the event.  Data required with application may 
include: date, times, expected number of brokerage participants, open houses and 
visitors/prospects.  The organizing brokers are required to pay a non-refundable fee 
of Fifty Dollars ($50.00) at the time of application to assure compliance with these 
rules and procedures. This fee is to offset the costs and expenses incurred by the 
Association in administering and monitoring the open house event. In the event the 
Homes Association does not grant permission for the open house, the fee will be 
returned; there are no other exceptions. 

2. INDIVIDUAL BROKERAGE OPEN HOUSE 

Individual brokerages with listings in the Village may request permission of the 
Chief of Emergency Services to hold open houses from time to time.  (See 
frequency below.)  Applications should be addressed to the Chief of Emergency 
Services.  To help assure that the date desired is available, individual brokerages 
are urged to apply as far in advance as possible, but not later than two (2) weeks 
before the planned open house date. In order to reserve the day for a single 
brokerage firm, a minimum of five properties must be held open.  An individual 
brokerage firm may hold one, and only one, open house per month.  The number of 
participating properties is limited to fifteen (15) and must be approved in advance 
by the Director of Emergency Services.  There is a non-refundable fee of Fifty 
Dollars ($50.00) per open house event. 

3.  INDEPENDENT OPEN HOUSE 

Independent open houses are, perhaps, the most common type of open house.  An 
Independent open house is for a single broker for a single property and may be 
held on the same days as a Cooperative open house, at the discretion of Emergency 
Services, or on the same day as an Individual brokerage firm open house event, if 
the Individual brokerage has less than five properties to be held open (i.e., the day 
is not reserved), or on the same day as other Independent open houses.  An 
Independent broker open house follows the same procedures as the other types.  A 
non-refundable fee of Fifty Dollars ($50) is required per open house. 

In order to assure scheduling opportunities for all sellers, Emergency Services will 
reserve one day a month, either Saturday or Sunday, as an “open” day for 
Independent open houses.  The only restriction may be the total number of open 
houses permitted on that day, in the discretion of Emergency Services. 

B. OPEN HOUSE REGISTRATION 

The organizing broker(s) are responsible for registering with the Association’s 
Emergency Services Department each property to be included in the open house on 
an approved open house form. Registration data must be delivered to the 
Emergency Services office during regular business hours at least forty-eight (48) 
hours prior to the start of the open house. 
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C. PROSPECT/CLIENT REGISTRATION 

Open house guests will be registered and given a hang-tag at a staffed gate or 
other location approved by Emergency Services.  Only approved open house 
signage is permitted at the registration station.  

D. DAYS, HOURS OF OPERATION  

Open houses will be limited to Saturday and Sunday from 11:00 A.M. until 5:00 
P.M.  All open houses must be cleared and closed promptly by 5:00 P.M. 

 

E. SIGNAGE; MAPS; COLLATERAL MATERIALS 

In order to identify properties participating in the open house, the organizing 
brokers or broker will be required to use standardized signs approved by the 
Emergency Services Department to identify each participating property. .   

Signage requirements for open houses are one “Open House” sign and no more 
than three directional signs for each open house.  

Unapproved signage will be removed by Emergency Services and the broker will be 
subject to applicable fines. 

The organizing broker(s) will be required to provide one or more detailed maps to 
locate the participating properties.  The Director of Emergency Services may 
require representatives of the participating brokers to distribute the maps at access 
control points. 

Other collateral sales material (such as a list of participating properties) may also 
be distributed together with the maps. 

The placement of signage on Douglas County Roadways outside of Castle Pines 
Village is prohibited by Douglas County Zoning Resolution Section 29, Signs 
Standard (attached) 

F. SPECIAL PERSONNEL REQUIREMENTS 

1)  Broker Staff 

Organizing brokers or broker are responsible for assuring that each participating 
open house is manned by a licensed real estate sales person or host/hostess 
throughout the entire period during which it is open to the public.  No exceptions 
will be allowed and if any broker participant is found to be in violation of this rule, 
they may be subject to a fine. 

The organizing brokers may be required to provide one or more persons to 
distribute special open house access passes (provided by Emergency Services), 
maps, and other materials at the Village gatehouses.  The number of such persons 
and their assigned locations will be determined by the Chief of Emergency Services.  
A qualified, registered representative of the organizing brokers must remain at each 
of these posts throughout the hours of the open house. 
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The Association and the Emergency Services Department will not enforce organizing 
brokers’ open house rules and procedures unless those rules are already included in 
this procedure or the Association Rules & Regulations. 

2)  Association Staff 

Depending upon the number of broker participants, the number of participating 
properties, and the expected number of visitors/prospects expected to attend the 
open house, the Chief of Emergency Services will determine and advise the 
organizing brokers of the number of Emergency Services  officers required (in 
addition to regular staffing) to police the open house.  The organizing  brokers will 
be responsible for compensating the off-duty officers at the standard rate of pay 
charged from time to time for such off-duty service.  Contact the Chief of 
Emergency Services for details and current rates. 

. 

ADDENDUM 

Open House Sign Requirements 
All Open House signs must comply with the following requirements.  Failure to do so may result 
in the removal of the sign by an Emergency Services representative and possible, and/or a fine.  

• Signs are to be 18”X 24” Corrugated Plastic or Metal  

• Castle Pines approved logo and colors.  Sign must have a green background with white 
lettering utilizing only the approved green color. The logo will also be in white.  The 
approved green color needs to be 3425C Pantone Green. To obtain an electronic copy of 
the logo for your sign vendor/printer please contact the Homes Association office.  The 
Castle Pines Village logo is a registered trademark of the Castle Pines Homes Association, 
Inc., all rights reserved. 

• Signs may be displayed using the standard wire frame included with the sign; another option 
is to purchase an A-Frame sign holder (see below for more information) 

• Real Estate Company and Agent Information may be added to the signs. 

• Realty/Company name must be placed on the left (not to exceed 1½ inches) 

• Agent and phone number must be placed on the right (not to exceed 1½ inches) 

Sign Examples (text only, not to scale) 

 

 

 

 
 

 
 
 

OPEN HOUSE 
 

         ABC Realty                 John Davis 

                                             303.123.4567 

 
 
 

OPEN HOUSE 
Come In 

 
         ABC Realty                 John Davis 

                                             303.123.4567 
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Local Purchasing Options (the following recommendations are provided for your convenience.  
The CPHA does not endorse or warrant the products or services provided by these vendors. 
Please contact the vendor directly to confirm pricing; pricing as of Jan 2009).  You may 
purchase signs and holders at any vendor as long as they meet the specifications presented 
in this document. 

• Signs may be purchased at Cool Shade Unlimited 303-688-1668. Corrugated plastic single 
sided signs $15.00, double sided signs $21.50. Metal Signs single sided 
$35.00. Prices vary by quantities ordered. 

• A-Frame Plastic Sign Holders may be purchased at Peachtree Business Products 1-
800- 241-4623 or Property.PBP1.com.  Item# KCAP-4. 1-2 signs $61 each, 3+ signs 
$58 each.   
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