Special Events
— Planning —

Guidebook

To assist you in the completion of your Special Events Permit Application



A Message From The City Manager

Thank you for your interest in planning a special event in the great City of Worcester, Massachusetts. We
hope you find this guidebook useful and informative, and that it makes your process of organizing an
event as smooth as possible..

The great City of Worcester is the heart of the Commonwealth. It possesses a vibrant energy that drives
its growth. Part of its growth stems from its many special events. From large events like First Night
Worcester on New Year’s Eve to smaller celebrations, the countless events Worcester holds make it the
cultural center of Central Massachusetts. Through the support of these special events, Worcester can
continue to thrive on its creative environment to enhance its communities.

The information in this guidebook has been compiled to help you with the Special Event Permit process
as well as to provide you with the rules and regulations associated with special event management in the
City of Worcester.

Please know that city staff is here to work with you to make your event as great as it possibly can be.
Special events enhance the quality of life for Worcester residents, bring in visitors who will shop in
Worcester businesses and help us celebrate all the diverse cultures and talents of the people of our fine
city.

The City of Worcester would like to thank you for presenting your event and contributing to the vitality
of our community.

Lonrs P ],

Edward Augustus, Jr.
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APPLYING FOR A SPECIAL EVENT PERMIT

Special Event Permit Process

To create a customer-friendly model for Special Events permitting the Special Events
Liaison in the Office of The City Manager will organize monthly meetings for event
organizers to meet with representatives from the various City departments where
guestions and concerns may be voiced by all parties to ensure a successful event. Event
organizers must attend a mandatory meeting on the first Wednesday of the month
after submitting their special events application. After the application is submitted the
Special Events Liaison will act as a point of contact for the event organizer and will
assist the organizer one-on-one. Upon completion a permit will be issued.

Special Event Permit Application/What is a special event?

You may obtain a Special Event Permit Application from the City of Worcester’s website at

http://www.worcesterma.gov/development/business-assistance/plan-an-event .

Events typically reviewed through the Special Event Permit Process can involve street closures, the
use of alcohol, on-site cooking, food and merchandise sales, and/or large temporary structures. An
event requiring an application will most likely require the coordination of a number of city

departments to obtain the necessary permits and inspections. Examples of events that will need an
application are festivals, parades, runs/walks, farmer’s markets, and other planned group activities.

About the Application

The Special Event Permit Application has been designed to help you in the organization of your event.
It will serve as a guideline for the development of plans that follow local, state and federal codes,
laws, policies, and regulations regarding the activities that will occur during your special event.

Your role as an event coordinator is a large one. It is your responsibility to oversee the venue,
environment, anticipated number of attendees, and other components of your proposed event.
Assessing these vital parts of the planning of your event will enable you to develop management
strategies that will ensure the safety of your guests, citizens, and the surrounding environment
affected by your event.

Applying for a special event permit means that you, as the event coordinator, and your
representatives have the sole responsibility to be knowledgeable about and fully understand all
local, state and federal codes, laws, policies, and regulations associated with your event and its
related activities. Your event must meet these laws, policies, and regulations as necessary. By
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applying, you also agree to accept the venue in as-in condition and to inspect all areas within the
venue and the surrounding areas to take any necessary actions to protect attendees.

Application Submittal Deadline

Permits must be submitted no later than 90 days before the date of the event. Your permit must be
completed and signed with all approvals at least 14 days prior to the event date. If outstanding
circumstances exist where a permit is submitted fewer than 60 days before the event, an
accompanying notice detailing the reasoning for the tardy application must be submitted.

For unforeseen events of a time sensitive manner, i.e. rallies, vigils, etc..., please see the form on
page 29.

Application Fee

The Special Event Permit does not carry an application fee, however after a staff review of your
application, all additional permit fees must be submitted to obtain approval of your application. The
fee schedule for all permits can be found on page 32.

Calendar of Events

The Worcester Executive Office of Economic Development maintains the City of Worcester Calendar
of Events that lists community events scheduled to take place within the city. Information on your
permit application can be used in developing your listing on the Calendar of Events. The calendar
can be accessed at http://www.worcestermass.org/calendar-of-events.

You can suggest your event to be added to the calendar on the right hand side of the calendar page.
The listing of a special event on the calendar does not guarantee that a permit will be issued. The
City of Worcester reserves the right to determine the events and content included in the Calendar
of Events.

Event Cancellation

Cancelling or rescheduling the date of your proposed event or any permitted elements of the event
requires notifying your Special Events liaison no fewer than 48 hours in advance of the set-up time.
The sponsoring organization of the event must absorb any costs the cancellation causes, including

any services that personnel would have provided when dispatched to support your proposed event.

Proof of Liability Insurance

1-5000 people at an event requires proof of liability insurance in the amount of One Million Dollars
and a policy endorsement which indemnifies and holds harmless the City of Worcester and its

City of Worcester 6 Special Event Planning Guidebook


http://www.worcestermass.org/calendar-of-events�

employees and/or agents, DPW & Parks, Parks and Recreation and Cemetery Division, and Parks &
Recreation Commission.

Over 5000 people at an event requires proof of liability insurance in the amount of Five Million
Dollars and a policy endorsement which indemnifies and holds harmless the City of Worcester and
its employees and/or agents, DPW & Parks, Parks and Recreation and Cemetery Division, and Parks &
Recreation Commission.

SPONSORING ORGANIZATION

The Sponsoring Organization is legally and financially responsible for the overall organization,
management, and implementation of an event and its related activities. A Sponsoring Organization
can be a commercial organization, a non-profit organization, or a non-profit with 501(c)(3)
exemption.

If you have hired a professional event organizer or event service provider that is authorized to work
on your behalf to produce the proposed event, a letter or contract that authorizes this professional
to work on behalf of the applicant must be attached.

Non-Profit Tax Exemption

To qualify as a non-profit organization with 501(c)(3) tax exemption, an organization must be
recognized as tax exempt by the Internal Revenue Service (IRS) at least six months prior to the event
date. A copy of the IRS 501(c)(3) tax exemption letter providing proof and certifying the
organization’s current status as a non-profit tax exempt must be attached to the Special Events
Permit Application.

Billing Information

The Sponsoring Organization is legally responsible and financially liable to the City of Worcester for
all city fees and costs regarding the overall organization, management, and implementation of the
event and its related activities.

EVENT SUMMARY

Event Date/Time

The time frame denoted on your final permit is based on what is listed on your Special Events
Application. Set-up will not be allowed before a permit is issued and breakdown must be completed
by the time indicated on your permit. Your insurance must cover all time frames.
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If your event takes place over multiple days in a row and the event plans are similar for each day,
one application can be submitted for the multi-day event. One permit can also be submitted for a
series of periodic dates for events such as concert series or farmer’s markets that have identical
set-up and dismantle times, site plans, and service providers.

Event Location

If your event will take place on property other than public parks or streets, you are required to
secure use of your desired venue prior to submitting your Special Events Permit Application.

If your event will require the use of a public park or facility, you must obtain a Parks Permit provided
by the Department of Public Works and Parks. See page 17 for more information on Parks Permits.

If your event will require a road closure for a road race, festival, block party, or a parade, will require
the closure of city sidewalks, will use parking lots or street meters, or block city fire hydrants, you
will need to obtain a Street Closure Permit from the Department of Public Works. See page 20 for
more information on Street Closure Permits.

Attendance

Estimating the number of participants for your event helps in the review of your event plans with a
focus on public safety, venue occupancy, staffing, and impact to the surrounding areas of your event.

The estimated attendance number should be based on the total number of people you anticipate
will attend or watch your event. This number includes people who will participate in the event or
provide support services.

Admission

Examples of admission information you should include on your application are as follows... free to
the public, ticket price structure (list by age, activity, etc.), discounts for children, seniors, or early
ticket purchasers, entry/participant fee schedule, donation/pledge, parking/shuttle fee, entry to age
21 and up only, and/or private event/invitation only.

EVENT PLAN- TEMPORARY STRUCTURES

Stages

Many events use standard-sized riser stages. Using the standard 4'x8’ risers when placed at a single
level or stacked in 8" increments to create an elevated performance area does not usually require
review by building officials. Portable trailers and mobile units usually do not require a building
permit either, as long as the stages are affixed to the wheels of the vehicle and there is a license
plate on the vehicle. If footings or foundations must be put in the ground, a building permit may be
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required.

If your proposed event will include elevated platforms, walkways, seating areas or stages for the
general public that include a finished floor that is more than 30"’ above the lowest adjacent floor,
you will be required to obtain a Building Permit. Information about Building Permits can be found on
page 21.

Stages must be accessible and meet local, state, and federal disability access laws including the use
of ramps, lifts, and safety handrails. Information about ADA compliance can be found on page 14.

Tents/Canopies

If your event will require a tent larger than 10’x10’, you will require a Building Permit. Tents and
canopies must be at least 10’ from other tents or canopies, 10’ from areas where cooking is taking
place, and 20’ from any building. Your tent or canopy must have a Certificate of Flame Resistance.

It is the event manager’s responsibility to meet the following requirements for all tents and/or
canopies:

e A 20’ fire access lane must be maintained and must connect with the fire lanes that surround
the entire venue

e Tents and their equipment may not obstruct a fire hydrant
¢ Vehicle parking must be at least 20’ away from a tent or canopy

o Before using stakes to secure tents, canopies, or other event components, you must receive
authorization to disrupt surfaces below ground as to make sure not to damage public irrigation

systems, pipes, or electrical wires.
o After being authorized, tent stakes must be capped or covered.

¢ Poles and their supporting anchor ropes and stakes must resist a minimum wind pressure of 20
Ibs per square foot.

¢ llluminated exit signs are required at each exit while the tent is occupied. The exit sighs must be
powered by two separate sources of power.

e Fire extinguishers of a Class ABC rating shall be provided every 75’ of travel distance between
tents/canopies and must be secured in an upright position and protected from vehicular traffic.

e Cooking is not permitted underneath tents used by the general public. For the list of required provisions
in order to use commercial cooking equipment underneath a tent, please see said section later in this
guidebook on page 11.

e Hay, straw, trash, and other flammable material cannot be stored closer than 30’ from the
outside of a tent or canopy.
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EVENT PLAN—- ENTERTAINMENT AND ACTIVITIES

If your event will include a concert, dance, exhibition, cabaret, or public show of any description,

you must obtain an Entertainment License from the License Commission. Information about
Entertainment Licenses can be found on page 24.

Sound and Speakers

To use a sound truck or sound equipment at your event, you must obtain a Sound Permit from the
Worcester Police Department. Information on Sound Permits can be found on page 25.

Body Art and Temporary Tattoos

If your event will include the practice or body art of application of temporary tattoos, you must
obtain a Body Art Practitioner Permit. Information about Body Art Practitioner Permits can be found
on page 21.

Exhibition of Animals

If you plan to have a petting zoo, hayride, or any other kind of exhibition of animals or birds, you
must obtain a Permit to Exhibit, Raise, or Keep Animals or Birds from the Worcester Police
Department. Information on a Permit to Exhibit, Raise, or Keep Animals or Birds can be found on
page 25.

Pyrotechnics and Flame Effects Before a Proximate Audience

In order to use flame effects or to have a fireworks display at your event, an additional permit from
the Worcester Fire Department is required. Additional information can be found on page 26.

Aquatic Activities

If aquatic activities will take place at your event, you are required to provide a Water Safety Plan
with your application. The plan must include a map of all swim or other courses and desired
positioning of lifeguard resources. The plan must also include the methods for getting a rescued
participant medical attention if needed.

EVENT PLAN- VENDORS AND CONCESSIONS

Food Preparation

If you intend to sell, serve, give away, or sample food or consumable products, including water and
other beverages at your event, you must obtain a Temporary Food Permit. Each vendor at your
event must also have a Temporary Food Vendor Permit. Food preparation at your event will require
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public safety features in your event plans, such as hand-washing sinks. Information about Food Per-
mits can be found on page 22.
Cooking Underneath a Tent

Tent, canopy, or temporary structure must be located at least ten feet from any other structure.

Tents, canopies, or temporary structures must be free standing. Sides may not be fully enclosed during cook-
ing.

Cooking equipment should be listed for commercial use. Clearances shall be maintained in accordance with
the manufacturer’s installation instructions.

Occupancy within the tent, canopy, or temporary structure is limited to those persons involved in the food
preparation. Food should be served at the outer edge of the tent, canopy, or temporary structure.

Suitable barriers shall be provided to maintain a distance of not less than 5 feet from cooking equipment to
areas accessible by the public.

LP-gas containers shall be located at the exterior edge of the tent, canopy, or temporary structure and secured
to prevent tipping, damage or tampering.

LP-gas containers should not be secured to the tent, canopy, or temporary structure.
The LP-gas container shut off shall be accessible to operators and first responders.

In cases of tents or canopies, they shall be flame resistant, and documentation shall be provided. Roofs of
temporary structures shall be flame resistant or non-combustible.

Storage of combustible items in the tent, canopy, or temporary structure shall be limited.

A Class ABC portable fire extinguisher shall be provided at each cooking location. A minimum of one K Class
extinguisher shall be provided for each cooking location with a deep fat fryer.

If using coals, they must be placed in a metal container filled with water before disposal.
Please see the table located on page 26 to see whether or not a propane storage is required.

Sale of Goods and Merchandise

If you plan to sell manufactured or mass-produced goods at your event, you must obtain a Hawkers
and Peddlers Permit approved by the Worcester Police Department and the Commonwealth of
Massachusetts. Information about obtaining a Hawkers and Peddlers Permit can be found on page
26.

Sale of Alcoholic Beverages

If your event will involve the sale of alcoholic beverages, you must obtain a temporary Liquor License
from the License Commission. You must have a letter of permission to have alcohol on the premises
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from the owner of the location where the event will be. You must also have copies of Server  Train-
ing Certificates for each person who will be serving alcohol. Information about obtaining a tempo-
rary Liquor License can be found on page 24.

EVENT OPERATION- SANITATION AND WASTE MANAGEMENT

Restrooms

It is recommended that one chemical or portable toilet should be present for every 250 people
present at your event. The number of portable toilets should be determined based on your
estimated peak time attendance. Refer to page 15 for information on handicap accessible restrooms.
You must provide portable restroom facilities at your event unless you have the availability of both
accessible and non-accessible facilities in the immediate area of your event site. Having portable
toilets, or Porta Potties, on your event site will require a Porta Potty Permit. Information about Porta
Potty Permits can be found on page 23.

Sinks

Hand-sanitizing facilities or sinks must be in restroom areas. Sinks with running water and soap must
be in the immediate area of food preparation stations. It is illegal to use water tapped from public
facilities and other outlets without authorization.

Trash

The event coordinator is responsible for developing and implementing plans that ensure the proper
disposal of waste and recyclables generated by the event and its attendees, including during set-up
and dismantle time frames. At the conclusion of the event, the event venue and surrounding areas
must be cleaned and returned to a condition equal or better than the condition prior to the event.
Dumpster permits are available through the Worcester Fire Department. Information on Dumpster
Permits can be found on page 27.

EVENT OPERATION- SAFETY AND SECURITY

Medical Services

e The City of Worcester requires a medical station with medically certified personnel having a
minimum of current First Aid and completed CPR certifications at any event with an attendance
of over 500 people. Worcester Emergency Management will facilitate an Emergency Medical Ser-
vice (EMS) planning meeting, to include Event Planners, if the event presents a recognized risk of
injury/iliness associated with the specific event activities (e.g. road race) or the event is scheduled
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for a date/time where there exists environmental considerations that may contribute to potential
illness or injury.

Be prepared to answer the following questions at the EMS planning meeting:
e What is the expected number of participants in the event? (staff and the public/attendees)
e Do they have a medical plan?

e Have they contracted an EMS/Ambulance company as part of that plan? Basic Life Support or
Paramedic? If so, how many?

Based on the EMS planning meeting, event planners may be required to provide a contracted emergency
medical service vehicle or equivalent. This station/vehicle must be centrally located and clearly marked. On your
application, you must indicate what arrangements you have made for providing First Aid Staffing and Equipment
and provide a copy of your contract with the application.

Security

The Sponsoring Organization is responsible for the safety and security of the people and physical elements in
and around the venue. Ensuring the safety of all those affected by the event includes implementing safety
measures that address all aspects of the event. These measures may involve hiring private licensed security and/
or implementing other safety strategies ranging from but not limited to, lighting, music genre selection, alcohol
management, and venue design. Security for your event must be provided in coordination with the Worcester
Police Department. If your event takes place in a public park, the Parks Department must also approve your
plan for security.

EVENT OPERATION- PARKING AND STREET CLOSINGS

Parking

If an event is expected to draw over 500 attendees, a parking plan is required and must be provided by
the event organizer. The plan may include, but is not limited to:

e Asigned agreement with a parking lot or garage
¢ A map that entails where patrons may park
e Anagreement between the organizer and the City of Worcester for unpaid meters

Street Closings

If your event will take place in a street, you will need to obtain a Street Closure/Street Obstruction
Permit. Information on Street Closure/Street Obstruction Permits can be found on page 21. If your
street obstruction requires the re-routing of traffic, please work with the Worcester Police Department
and attach an alternate traffic route plan to your application.
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AMERICANS WITH DISABILITES ACT COMPLIANCE

Special events on city property are required to meet the American with Disabilities Act (ADA)
standards for accessibility. Plan to make your event universally accessible to everyone.

Be prepared to invite reasonable accommodation requests from participants. Reasonable
accommodations include but are not limited to, sign language interpreters, assistive listening devices,
materials in large print or converted to audio, and solutions that allow people with mobility disabilities
to participate in all activities and presentations. A reasonable accommodation notice must be included
on all print material for the event including programs, flyers, and websites. For example: “To request
a reasonable accommodation in advance of the event contact: [name of event organizer, phone
number and email]. If you have questions about whether or not a request is reasonable, contact the
City’s ADA Coordinator at disabilities@worcesterma.gov.

An event should not impose barriers that limit where a person with a disability can travel. There are
three main categories to consider regarding barriers:

1) Public pedestrian right-of-ways around and through your event. These are mainly public
routes and streets leading to the accessible entrances of public facilities during hours open to
the public

2) An accessible route from the parking and loading/unloading zones to the event entrance

3) Accessible parking

Be mindful of potential barriers in any of these categories that may include tables, tents, stages, power
cords, decorations, or a variety of other equipment. You will mainly need to focus on sidewalks.
However, you may also need to consider crosswalks, parking areas, and streets.

If barriers exist, they must be overcome through temporary ramps or alternate paths of travel called
“accessible routes” and shall be designated with signs (ramps and signs are often rented). An organizer
of a temporary event must recognize that a grass surface is not considered an accessible surface.
Always put features and activities along or within 36" of a paved or firm surface that will provide an
accessible route with no protrusions up to a height of 80”. 28 CFR Part 36.4.4

Public and Pedestrian Right-of-Ways

Public pedestrian right-of-way around and through your event are mainly public routes along streets
and public routes leading to the accessible entrances of public facilities during hours open to the
public. Public pedestrian right-of-way shall be at least 48" wide; accessible routes within the event
shall be a minimum of 36”” (915mm) in width. 28 CFR Part 36.4.3.3
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Accessible Route From the Parking and Loading/Unloading zones

(28 CFR Part 36 4.)

At least one accessible route within the boundary of the site shall be provided from public
transportation stops, accessible parking, and accessible passenger loading zones, and public streets or
sidewalks to the accessible building entrance they serve. Passenger loading zones shall provide an
access aisle at least 60 in. (1525 mm) wide and 20 ft. (240 in) (6100mm) long adjacent and parallel to
the vehicle pull-up space. If there are curbs between the access aisle and the vehicle pull-up space,
then a curb ramp (minimum width of a curb ramp shall be 36 in. (915 mm) exclusive of flared sides)
shall be provided. Vehicle standing spaces and access aisles shall be level with surface slopes not
exceeding 1:50 (2%) in all directions.28 CFR Part 36.4.6.6.

Valet parking facilities shall provide a passenger loading zone located on an accessible route to the
entrance. 28 CFR Part 36.4.1

Accessible Parking

Accessible parking spaces serving a particular building, facility, or temporary event must be located on
the shortest accessible route of travel from adjacent parking to an accessible entrance. However,
where accessible spaces cannot be located within 200 feet of an accessible entrance, an accessible
passenger drop-off area must be provided within 100 feet of an accessible entrance. Accessible
parking shall be located on the shortest route to accessible pedestrian entrance of the parking facility.
28 CFR Part 36.4.6.2

Accessible parking spaces shall be at least 96 in. (2440mm) wide. Parked vehicle overhangs shall not
reduce the clear width of an accessible route. Parking spaces and access aisles shall be level with
surface slopes not exceeding 1:50 (2%) in all directions. However, where temporary accessible
parking is located within a field or otherwise unpaved area, the spaces shall be located on the least
sloping area of the parking lot. 28 CFR Part 36.4.6.3

Accessible parking spaces shall be designated as reserved by a sign showing the symbol of
accessibility. Spaces shall have a uniform, paved, or hard-packed smooth surface. Temporary
accessible parking shall have at minimum, a hard packed, smooth surface with a minimum amount of
pooling draining water.

Accessible spaces must be marked by high contrast painted lines. Temporary accessible parking
spaces must be easily identifiable, such as lined with field markings, paint, or field tape. Traffic cones
or barrels may also be used...

If parking spaces are provided for visitors, then accessible spaces complying with 28 CFR Part 36. 4.6
shall be provided in each parking area in conformance with the table outlining the required minimum
accessible spaces.

City of Worcester 15 Special Event Planning Guidebook



[only when creating your own parking. What areas /fields do the Parks Division allow parking?]
Total Parking in Lot Required Minimum Accessible Spaces

1-25
26-50
51-75
76-100
101-150
151-200
201-300
301-400
401-500
501-1000 2% of total

1001 and over 20, plus 1 for each 100 over 1000

Ooo~NOOTULLE, WN -

Accessibility of Event Features

e Forsingle user portable toilet units clustered in a single location, at least 5% but no Ithan one toi-
let unit shall be installed at each cluster whenever typical inaccessible units are provided. 28 CFR
36.4.1.2

e For stages and performing areas, an accessible route shall connect wheelchair seating locations
with performing areas. If the listening system provided serves individual fixed seats, then such
seats shall be located within a 50 ft. (15m) viewing distance of the stage or playing area with a
complete view of the stage. Assistive listening systems are intended to augment standard public
address and audio system by providing signals which can be received directly by persons with
special receivers or their own hearing aids. The type of assistive listening system depends on the
setting, program and intended audience. 28 CFR 36.4.33

¢ Information booths and service counters shall be from 28 in. to 34 in. (710mm to 865mm) and
have a portion of the counter which is at least 36 in (915mm) in length with a maximum height of
36 in. (915mm) above the ground or floor. 28 CFR 36.7.2

¢ Qualified interpreters, while not required to be certified, must be able to sign or convey
communications effectively, accurately, and impartially.

e Service animals provide assistance to persons with disabilities in a number of ways assisting
individuals who are blind or have low vision and alerting individuals who are deaf or hard of
hearing to the presence of people or sounds . They can also provide physical support to individuals
with instability , balance, or mobility disabilities. 28 CFR Part 35.104, 35.136, 36.104, 36.302.
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MARKETING AND COMMUNITY OUTREACH

In order for the city to access your event information for marketing purposes, you must post your
event information on SocialWeb (socialweb.net).

Social Web is a community-powered website where you can find and promote events. After signing
up for a free account, you can choose the “Add/Suggest an Event” option. Filling out the form and
properly describing your event will enable your public event to show up on the Social Web, major
search engines, daily mailings to Social Web members, and other event calendars of your choice. For
example, you can send your event summary to the City of Worcester Main Calendar or the Telegram
& Gazette Community Calendar.

Other forms of publicity for your event should be indicated on your Special Events Permit Application.

SPECIAL EVENT RELATED PERMITS

There are certain special event related permits that must be issued independent of the Special Event
Permit or may be required in addition to the Special Event Permit. The proposed event, venue,
activities, components, attendance, and unique circumstances are contributing factors to the final
determination of the required permit types.

DEPARTMENT OF PUBLIC WORKS AND PARKS

The following departments and commissions must be contacted if your event will require any of the
uses or services listed with it.

Parks Permits

If your event will require the use of a public park or facility, you must obtain a Parks Permit provided
by the Department of Public Works and Parks.

The Department of Public Works and Parks maintains over sixty parks and playgrounds in the City of
Worcester. There may be special rules and regulations that are unique to each individual park. Your
Special Event Permit Application will not be complete without authorization from the Department of
Public Works and Parks to use the requested venue. No refund will be given if the event is not
cancelled in writing in the time frame required.

The City of Worcester DPW & Parks requires staff at any and all events/permits for the duration of the
event including event setup and breakdown. Setup and breakdown cannot begin until park staff is on
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site. Vehicles are prohibited in any park grass areas or on any sidewalks. The event coordinator must
submit proof of liability insurance with a minimum of $1 million in commercial general liability and a
policy endorsement which indemnifies and holds harmless the City of Worcester DPW & Parks. Some
events may require a higher limit of insurance. The City of Worcester is not responsible for any
accidents or damages to people or property resulting from the issuance of a Parks Permit. Those
applying for a Parks Permit must submit an alternative parking plan for the facilities that do not have
enough parking for an event. The permit holder will be responsible for informing all event participants
on legal and proper parking in the city. A Parks Permit will not be issued until all other permits have
been obtained first (ex: Food permit, entertainment license, etc.).

The fee for a Parks Permit varies based on the event type. All permits have a base permit fee of $250.00
with a 50% discount to Worcester Residents. Some permits will have additional fees for staff, clean up,
trash disposal, or electrical maintenance. A $100.00 non-refundable down payment will be required at
the time of the request of the event in order to hold dates. The full balance will be due 1 month prior to
the event.

Some events may require extra staff even if not requested by the permittee. The size of the staff will be
determined by the DPW & Parks based on the magnitude of the event. Permits requiring staff will need
to pay a minimum of $200 for a 4 hour period. Any additional hour after the 4 hours will cost $50 per
hour. The park must be left in the same state it was before the event: clean and free of portable toilets/
dumpsters or any fencing/materials used for a specific event. Any additional dates required to clean up
the park will create an additional fee.

If an admission fee is charged for an event, a permit request and full proposal needs to be submitted 3
months before the event date. There will be no guarantees made in the approval process if the permit
application is received after the 3 month required period.

General rules and regulations established by the Parks Department are as follows:

IT SHALL BE UNLAWFUL FOR ANY PERSON/ORGANIZATION—

e To destroy, misuse, or abuse park property, to injure trees, lawns, shrubs, or plants in any park,
playground, or beach

e To deface, remove, or destroy any sign of notice of protective device placed in any park, playground
or beach

e To obstruct, hinder, or impede the movement/work of employees of the DPW & Parks

e Tofail to comply in any public park under the control of the DPW & Parks with any reasonable
direction given by any police officer, DPW & Parks employee, or any notice posted by the DPW &
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Parks Department
e Tothrow, deposit, or leave any litter in any public park except for in the designated trash containers
¢ Household trash, hazardous waste, or debris can not be thrown into any park containers
e To feed water fowl and animals in any public park

e To play golf or to practice it with a putter or other sort of club in any public park except for areas
purposely set aside for this activity or in conjunction with any organized city recreation program

e To take any animal into any public park in violation of the City of Worcester ordinance

e To operate a phonogram, bullhorn, radio, loudspeaker, or amplifier that violates the City Noise
Ordinance which states that nothing shall create noise that is plainly audible at a distance of 50 feet
or more from said public park. If noise is audible, the event manager must obtain a Sound Permit
from the Worcester Police Department

e Tosell any goods or ware, to do any advertising of any nature unless the appropriate permit is
obtained

e To make a fire, unless approved by the DPW & Parks
e To play a game of chance for money or other item of value
e Todistribute or advertise tobacco, alcohol, medication, drugs, or pornographic material

e Todischarge any fireworks in any park, except for with a permit for areas authorized by the DPW &
Parks

e To commit any trespass in any public park within the city between 10:00pm and 5:00am except with
a written permit from the DPW & Parks

e Todrive or propel any motorized vehicle in any public park except on regular roads

e Todrive any commercial vehicle into any park except on business of the DPW & Parks, or to give
driving instruction to any person in an automobile, to learn to drive an automobile in any park, or to
drive any motorcycle, motor bicycle, or other motor vehicle

e Torepair cars or park any vehicles along the roadway of any public park, or park any unauthorized
automobile after dark

e To erect a booth, tent, sleeping bag, inflatable ride, stall, camper, motor home or other structure, or
to camp or lodge in any public park unless there is written permission of the DPW & Parks

e To play any active ball games in any park, playground, or beach except in areas set aside for such
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games

e To place any snow or ice removed from private property upon any park property, sidewalk, grass
area, roadway, parking areas, or any boundary road of a public park

e To possess, sell, or drink any alcoholic beverages upon any public park except on the Worcester
Common as approved by the Worcester Parks & Recreation Commission and with a special liquor
license in addition to the DPW & Parks Permit

e To use or possess illegal drugs while in or upon any public park

e Toroller blade, roller skate, skateboard, or ride a bike in any designated park area unless specifically
identified for this purpose

« To boat/float on a flotation device, motorized water craft, or winter snow/ice vehicle is not allowed
on or in any body of water within a public park unless specifically authorized by a written permit
issued by the DPW & Parks

e Toice skate on any body of water within a public park except those water bodies designated for
such use. Those designated for such use are: Elm Park, University Park Pond, and Burncoat Park. At
all sites the ice must be declared safe by the DPW & Parks

e No group outings/picnic will be guaranteed in any public park unless a written permit from the DPW
& Parks

e The DPW & Parks shall first approve any field, facility, or structure improvements desired to be made
by any organizations permitted to use a public park

¢ Inthe event of inclement weather conditions of a given date, the DPW & Parks may restrict the use
of any public parks if under there determination such use will have a negative long-term effect on
the facility

e Permit requests will only be issued between 8:30AM and 4:00PM Monday-Friday (non— holidays).
No refunds or credits will be issued for any reason and no information will be given nor permits
issued over the telephone

Street Closure/Street Obstruction Permit

If your event will require a road closure for a road race, festival, block party, or a parade, will require the
closure of city sidewalks, will use parking lots or street meters, or block city fire hydrants, you will need
to obtain a Street Closure Permit.
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With your Street Closure Permit application, you must include a sketch showing the location and extent
of the proposed work. In the sketch, you must indicate the relationships to existing poles, trees,
hydrants, traffic signals, nearest intersection, etc. An arrow pointing north must also be included.

Depending on the layout of your street closure plan, it may require police detail and emergency

medical services.

INSPECTIONAL SERVICES

If your event will require rides, carnivals, tents, public dance floors, fencing, stages, body art and/or
tattoos, electrical services/ generators, the sale of food, portable restrooms, or piped gas, you must
obtain the appropriate permit from Inspectional Services.

Building Permit

In order to have rides, carnivals, tents, a public dance floor, fencing, a stage, or another type of
temporary structure, you must obtain a Building Permit.

All applications for building permits must be accompanied by plans drawn to scale showing the location
and dimensions of the lot to be built upon. Other information may be required if deemed necessary by
the Director of Code Enforcement to determine compliance with the provisions of the building permit
ordinances.

A building permit will be issued if the requirements of the Commonwealth of Massachusetts State
Building Code and the City of Worcester Zoning Ordinance are met. A copy of the building permit
provided by the Code Enforcement Division must be kept in view and protected from the weather on
the site of operations. You must give the building official at least 24 hours notice before starting work
under a building permit.

Body Art Practitioner Permit

If your event will include the practice of body art and/or tattoos, you must obtain a Body Art
Practitioner Permit.

In order to receive this permit, you must provide the original documentation of the following (no
copies are accepted):
e Current CPR certification

e Current First Aid certification

e Current Bloodborne Pathogens certification
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e Skin Course certificate of completion (one time only)

e Anatomy Course certificate for Piercers

Food Permit (Temporary)

If you will be selling or giving away food at your event, you must obtain a Food Permit.
In order to ensure that safe and sanitary foods are served to the public, a temporary food permit is
based on the following conditions:

e Your temporary food permit must be displayed on site

e Only the foods listed on the food permit may be served

e Foods must be obtained from an approved commercial source. Proof of the source such as boxes,
receipts, etc. must be on site

o All potentially hazardous foods such as chicken, meats, commercially pre-cooked sausages,
hamburgers, prepared vegetables, must be maintained at either above 140 degrees Fahrenheit or
below 41 degrees Fahrenheit

e Only mechanical refrigeration or crushed/cubed ice is allowed as a cooling medium. Food may not
come in contact with water or un-drained ice. Packaged foods may not be stored directly in ice if it
is subject to the entry of water

e All foods, drinks, and condiments must be handled and stored in a manner that prevents
contamination such as using clean covered containers, storing equipment and food up off the
ground, etc. Trash bags may not be used for food storage

e Running water with liquid soap and disposable paper towels for hand washing must be available
and set-up prior to food preparation. Bottled water with a pull out spout is acceptable. Check with
Inspectional Services for other acceptable methods

e Allfood handlers must wash their hands after using the toilet facilities, smoking, eating, changing
tasks, and changing gloves or when hands become contaminated. All wrist jewelry and
adornments must be removed. Bare hands may not contact ready-to-eat foods. Utensils such as
deli tissue, spatulas, tongs, latex gloves, etc. must be used. Bare-hand contact with foods that are
not ready-to-eat must be minimal.

e All equipment, utensils, containers, etc. must be in clean and sanitary condition. Where there are
no warewashing facilities obtainable, a spare set of work utensils must be available

e All carts must be thoroughly pre-cleaned before set-up at the event

¢ People handling the food shall wear clean outer garments, hair restraints, and utilize hygienic food
practices

e Vendors licensed to sell scooped ice cream must store scoops individually in each tub of ice cream
or in clean water that is changed every 15 minutes

¢ Smoking is prohibited within 10 feet of a cart or food storage area. Employees must wash their
hands thoroughly with soap before returning to work

e The premises shall be kept clean and garbage must be disposed of in an appropriate and sanitary
manner
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o Astem type of thermometer that has been properly calibrated must be available for testing
potentially hazardous foods on site. The thermometer must be cleaned and sanitized before and
after use in a manner approved by the Inspectional Services Department. Refrigerated units must
have thermometers.

o Alabeled spray bottle of sanitizer prepared at the proper concentration must be on site and used
on all food contact surfaces, utensils, etc. Proper concentrations should be determined with pH
papers. The acceptable concentration is Chlorine sanitizer 50-100 PPM.

Electrical Permit

If your event will require electricity/wiring, generators, or electrical services, you must obtain an
Electrical Permit.

An electrical permit is required for electric power generating equipment of 50 KW and larger. Electrical
inspection is required on or before the date and time of your event. Keep in mind that electrical
permits may take an extended amount of time to process. Rules regarding electrical permits can be
found in the Massachusetts Electrical Code of the Board of Fire Prevention Regulations. The
Massachusetts Electrical Code (MEC), 527 CMR 12.00 is available at
http://www.mass.gov/eopss/docs/dfs/osfm/cmr/cmr-secured/527012.pdf

Porta Potty Permit

If your event will require a port-o-potty/ non-permanent chemical toilet, you must obtain a
Porta Potty Permit

No non-permanent chemical toilet shall be approved for use in the City of Worcester unless an
application is made to the Department of Inspectional Services for such use. The application shall be
filled out in its entirety and returned to the department with the appropriate fee prior to placement.

Applications are subject to rejection or permits are subject to revocation if the non-permanent
chemical toilet is found to be in disrepair, in an unsanitary condition, in a location which would hinder
proper service, maintenance, or removal, moved from the approved location or if in the opinion of the
Commissioner of Inspectional Services may create or contribute to a public health nuisance or placed
without prior approval of the department.

Non-permanent chemical toilets are to be placed on flat, solid, level ground. A non-permanent
chemical toilet must be evacuated every 7 to 8 days.

Worcester Division of Public Health Regulation IX Non-Permanent Chemical Toilets from 1991

Plumbing Permit

If you will require piped gas for your event, you must obtain a Plumbing Permit.
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The Department of Inspectional Services can aid you in obtaining a Plumbing Permit from the
Commonwealth of Massachusetts. To apply for a Plumbing Permit, you must include a copy of your
license along with a copy of your Worker’s Compensation Insurance documentation. All plumbing work
and installations performed under the Plumbing Permit issued must be in compliance with the
Massachusetts State Plumbing Code and Chapter 142 of the General Laws. The state plumbing code can be
found at: http://law.onecle.com/massachusetts/142/1.html

LICENSE COMMISSION

If your event will have entertainment such as karaoke machines or live music, or will be selling alcohol, you
must obtain the appropriate permit from the License Commission, under the Division of Planning &
Regulatory Service.

Entertainment License

Any person owning, managing, or controlling a concert, dance, exhibition, cabaret, or public show of any
description on the premises of an event must obtain an Entertainment License.

e Alllicenses prohibit minors from attending any public show at an event where there is nudity.

e No licenses may be transferred or surrendered without the authority of the License Commission.

e Stock in a corporation shall not be transferred without permission from the Commission.

e Licensed entertainment must be confined to the licensed areas

o All licenses must be posted under glass on the premises specified so they may be easily observed

e The license is subject to inspection by the Police, the License Commission, the Health Department, the
Building Department, and any other authorized agency of the City of Worcester

¢ The premises must be kept clean, neat, and sanitary at all times in accordance with the Health
Department’s rules and regulations and other applicable law

¢ All signs and advertisements must be kept neat and dignified

e No gambling is allowed on the premises

Liquor License

The sale of beer, wine, or any other type of alcohol will require a Liquor License.

¢ Alcoholic beverages can only be sold or provided to people 21 years of age or older

o All distribution of alcoholic beverages must be designated by trained event staff

¢ The use of beer luges, drinking funnels, free pouring, etc. is prohibited

¢ Commencement of alcoholic service shall not begin prior to the start time of the event. Last
service shall be conducted no later than one-half hour prior to the end of the event

e The license holder is responsible for resolving any problems associated with the event/and or issues of
concern raised by neighbors

e A management and security plan shall be included for your scheduled event and shall include the
reason for the request for a Liquor License, as well as a description of the security measures that will
be used
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e The security plan must show the location where the alcohol will be served

e You must have a letter of permission to have alcohol on the premises from the owner of the location
where the event will be held

e More information may be found at: http://www.worcesterma.gov/development/planning-regulatory/
license-commission

WORCESTER POLICE DEPARTMENT

Hawker’s and Peddler’s License

In order to sell merchandise at your event, you must obtain a Hawker’s and Peddler’s License from the
Commonwealth of Massachusetts. This permit application can be accessed online at:
http://www.mass.gov/ocabr/government/oca-agencies/dos-lp/dos-licensing/hawker-and-peddler-license/.

To obtain a Hawker’s and Peddler’s License, complete the application and then take the application to the
police department in the town or city in which you reside and have the Chief of Police sign the certificate of
character as required by state law. The application can be returned to the Division of Standards Office of
Consumer Affairs and Business Regulation or mailed to the Director of Standards at 1 Ashburton Place, Rm
1115, Boston MA 02108.

Hawkers and peddlers rules and regulations in the City of Worcester are as follows:

e Hawkers and peddlers shall not sell foods, goods, or wares on Main Street between Foster and Federal
Streets except during certain parades and other special occasions when special permission has been
granted by License Board Investigators or the Worcester Police Department.

e Goods may not be sold on Federal, Chatham, Franklin, Front, Pleasant, Pearl, Mechanic, EIm, Maple,
Foster, Exchange, Sudbury, or Central Streets within 20 feet of the Main Street intersection except as
provided for in the previous statement.

e Goods may not be sold upon private property without the written permission of the owner

e Goods may not be sold upon the City of Worcester parks land without the written permission nor upon
any property of the City of Worcester or the State of Massachusetts within the City of Worcester without
permission of the responsible authority.

If you plan to keep or display animals or use sound equipment on city streets, you must contact the

Worcester Police Department for the appropriate permit.

Permit to Exhibit, Raise, or Keep Animals or Birds

To keep or display animals at your event, you must obtain an Animal Permit. The permit can be accessed
online at: http://www.worcesterma.gov/police/patrol.

Sound Permit

To use a sound truck or sound equipment on city streets, you must obtain a Sound Permit. This permit can
be accessed by contacting the Police Department at 508-799-8606.
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Parade Permit

If your event will include a parade of some sort, you must obtain a Parade Permit. This permit can be
accessed by contacting the Police Department at 508-799-8606.

Road Races

The City of Worcester has noticed a recent increase in the number of road races throughout the city. In
an effort to ensure a successful event while also keeping businesses accessible and lucrative, we have
listed three routes that have proven successful in the past:

1. Indian Lake—Requires 2-3 Police Officers.
2. The Canal District Race Route- Requires 25 Police Officers.

3. The Downtown Worcester Route—Requires 18 Police Officers.

If interested in one of those routes, please contact the Police department: 508-799-8600.

If interested in another route, please contact the Police department with an alternative route plan and
map, and they can provide you with the amount of officers required for your desired route.

WORCESTER FIRE DEPARTMENT

Propane Storage Permit

If your event will require the use of propane in amounts greater than 42-pounds, flame effects, cannon
firing, or fireworks, you must contact the Worcester Fire Department for the appropriate permit at 508-
799-1822. No vendor shall be allowed to store and/or use more than 200 pounds of propane in a single
location, unless approved by the fire department.

To use gas grills and/or propane tanks you must obtain a Propane Storage Permit. No permit shall be
required, however, to make a connection in the replacement of a portable container, or the filling of a
stationary container. The use of a charcoal grill does NOT require an additional permit from the fire
department.

Fireworks Permit

A permit for a supervised display of fireworks is issued through the state fire marshal’s office in
conjunction with the Worcester Fire Department. The application and required documentation must be
submitted AT LEAST 20 DAYS IN ADVANCE of the proposed date of display.
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Dumpster Permit

To have a rubbish container on site that is emptied by mechanical assistance, the event coordinator must
obtain a Dumpster Permit by contacting the Worcester Fire Department for the appropriate permit at
508-799-1822.

No permit is required for containers which are delivered to the location and removed in the course of a
single business day.

Dumpster permits must state the location, name, and telephone number of the company or person who
can be reached in an emergency. All container units that can be moved without mechanical assistance shall
be emptied and the contents properly stored in a waste storage room at the end of each rubbish collection
cycle. Combustible rubbish may not be kept in a building for more than 24 hours unless in a waste storage
room. If placed upon a public street, a separate permit for doing so must be obtained from the DPW.

Cannon Firing

The firing of a cannon, whether live or blank fire, requires a permit from the fire department. Application
shall be made at least 15 days prior to the proposed date of cannon firing.

The Use Of Special Effects Before A Proximate Audience

A permit may be issued for the use of flame effects as long as the presentation complies with the
provisions of NFPA 160. Due to the regulations governing these performances, please contact the fire
department at least 15 days in advance to determine whether or not approval will be granted.

Generator Safety

A permit from the fire department is not required for the use of a portable generator. However, once
started, portable generators shall be capable of running continuously, without refueling, for the entire
length of the event as long as the event is open to the public. Refueling a hot, portable generator, or the
storage of fuel on site, shall not be permitted. Exception — Fire Detail present at generator and approves.
All generators shall be located away from the public and public pathways with a barrier installed around
every generator so as to prevent persons from tampering with electrical cords and to prevent persons from
coming in contact with hot equipment.

Color Runs Using Powder

The fire department does not issue a permit for the use of colored powder during such events. However,
please be advised of the following safety precautions regarding the use of colored powder:

Do not use colored powders in enclosed spaces. Enclosed spaces can include tents, empty pools, or small

enclosed stadiums. The enclosure of a space can contain the colored powder in a concentration that could
possibly generate an explosive dust cloud.
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Do not allow the presence of nearby ignition sources. Since colored powders are combustible, limiting
smoking areas, stage lighting and other electrical or gas-powered equipment to a powder-free zone will
reduce the possible exposure of combustible dust to a source of ignition.

Do not allow the projection of colored powders over a crowd through cannons or other powered means.
Using a cannon or other powered (electrically or pneumatically) device to spread the colored powders
increases the risk of suspending the powder in the air in a concentration susceptible to combustion.

Where possible, use powders that contain non-combustible additives, such as sodium bicarbonate, that
may reduce the hazard.

Food Trucks

All food trucks shall bear a current inspection sticker issued by the City of Worcester. There shall be a
minimum separation distance of 10-feet between all food trucks as well as those vendors performing
cooking.

Detail

Fire Department Detail may be required based upon the anticipated crowd size and nature of the event.
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Expressive Events of a Time Sensitive Nature
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“Expressive event of a time-sensitive nature” (“Event”) shall mean any spontaneously-planned event in
response to a recent occurrence, including but not limited to rallies, protests, or vigils addressing current
political, religious, or social issues, when the organizers could not have reasonably anticipated their need
for such event in advance of the permitting timeline established by the City’s Special Events regulations.
The City provides an expedited permitting process to facilitate these events.

In the case of an expressive event of a time-sensitive nature, the certificate of insurance shall be provided
to the city before the scheduled commencement of the event. The City of Worcester requires that the
Event Organizer provide a certificate of insurance evidencing coverage in the amount of $1,000,000 per
occurrence/$2,000,000 aggregate, and the applicable endorsement. Said certificate shall name the City of
Worcester as additional insured, and shall identify the certificate holder as: City Manager, City of
Worcester, 455 Main Street, Worcester, MA 01608.

No person or entity shall conduct or hold a demonstration, protest, vigil, or other expressive event of a
time-sensitive nature on City Property where the anticipated attendance is expected to exceed 50
participants, without first obtaining a Permit from the City.

The Application must be filled out completely and signed and dated by the Applicant. If the event is
sponsored or produced by an entity, a person legally authorized to bind the entity must sign the
Application.

If any of the submitted information changes after submission of an Application, the Applicant must
immediately provide the City with any information that will amend, supplement or change any of the
information originally provided in the Application.

The city may condition the issuance of an Event Permit by imposing reasonable requirements concerning

the time, place, and manner of the event, and such requirements as are necessary to protect the safety

and rights of persons and property, and the control of traffic.

Such conditions may include but are not limited to:

e Alteration of the date, time, route, or location of the event proposed on the event application

e Conditions concerning the area of assembly and disbanding of an event occurring along a route

e Conditions concerning accommodation of pedestrian or vehicular traffic, including restricting the event
to only a portion of the street

e Requirements for the use of traffic cones or barricades

e Requirements for the provision of first aid or sanitary facilities

e Requirements for use of event monitors and providing notice of permit conditions to event
participants

e Restriction on the number and type of vehicles, animals, or structures at the event

e Compliance with animal protection ordinances and laws

e Requirements for use of garbage containers, cleanup, and restoration of city property
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e Restrictions on the use of amplified sound.

e Twenty-four-hour advance notice to residents and/or businesses regarding any activity which would
require a street closure.

e Pre- event street closure signage and detour sign and routing plan.

Grounds for Denial of Application for Permit

The City will approve an Application and grant a Permit unless there is a basis for
denial of the Application. The following grounds will constitute a sufficient basis for denial of an
Application for an Event Permit:

e the Application for a Permit (including any required attachments and submissions) is incomplete;

e the Application for a Permit contains a material falsehood or misrepresentation;

e the Applicant has not tendered the required application fee;

e the proposed Demonstration conflicts or interferes with a previously scheduled, annual, or otherwise
regularly-held event or ceremony that is sponsored by or on behalf of the City or any other person or
entity at the same City Property for the same date and time;

e aprior Application for a Permit for the same City Property and for the same date and time has been
received, and a Permit has been or will be granted to a different Applicant authorizing uses or
activities which do not reasonably permit multiple occupancy of the particular City Property or part
thereof;

e the property sought to be used for the Event is closed or partially closed for construction,
renovations, or other reasons, and use of the City Property will pose a threat to the safety of
participants or will impose an adverse impact upon the natural environment of the City Property;

e the Event will substantially or unnecessarily interfere with traffic in the area contiguous to the
activity, and will unreasonably disrupt movement or circulation of vehicular or pedestrian traffic,
unless there are readily available at the time of the proposed Event sufficient city resources to
mitigate any interference or disruption;

e there are unavailable at the time of the Event a sufficient number of police officers to police and
protect lawful participants in the Event and non-participants from traffic related hazards in light of
the other demands for police protection at the time of the proposed Event;

e the concentration of persons, vehicles, or things at the assembly and disbanding areas and along the
route of the Event will prevent proper fire and police protection or emergency medical service;

e the proposed route of any march or parade to be conducted in connection with such Event will
proceed in a direction that is opposite of the normal flow of vehicular traffic on such route, unless
the direction of the march or parade, or the location thereof, was inextricably intertwined with the
purpose of the Event;

o the City Property cannot safely accommodate the expected number of participants in the Event
without an unduly adverse impact upon the natural environment of the City Property;

e the Event cannot reasonably be accommodated with the customary recreational and other uses and
policies attendant to the City Property, e.g., a neighborhood park;
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¢ the Event for which the Applicant has requested the provision of services from the City will place an
undue burden on the personnel resources of the City;

¢ the Event will have an unduly adverse impact on the landscaping, planting, or natural environment
of the City Property:

o the Event will have an unduly adverse impact on the public health or safety of the Applicant, other
users of the City Property, City employees, or the public (e.g., the Event will unreasonably interfere
with the movement or service capability of police vehicles, fire-fighting equipment, or emergency
medical or ambulance services);

e the Event will unreasonably interfere with the customary functions and uses of, and ingress and
egress to and from, buildings that are immediately adjacent to the City Property;

o the Applicant, or the person on whose behalf the Application for a Permit was made, has on prior
occasions damaged City Property and has not paid in full for such damage;

e the Applicant, or the person on whose behalf the Application for a Permit
was made, has not reimbursed the City for requested City personnel or requested City equipment
utilized in connection with a previously issued Permit;

e the Event is prohibited by law, including applicable City ordinances and regulations;

o the City Property requested is a limited public forum and the expressive activities of the Event do
not fall within the designated category of expressive activities for which the limited public forum has
been opened,;

¢ the City Property requested is a non-public forum that has not been opened for expressive activity
to the general public; and/or

¢ the Application is sought for an event that is more appropriately covered by the City’s “Special
Events Policy” or for an event that does not satisfy the definition of Expressive Event of a Time
Sensitive Nature.
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PERMIT FEE SCHEDULE

$200 (Up to Four (4) Hours/
Park) - 8:00 AM—6:00 PM*

*A discount of up to 50% will
be given to City of Worcester

Parks Permit No inspection required DPW/ Parks

residents (discount does not
apply to staff fee)

S50 minimum of 4 hours per ; : ;
Parks Staff Fee No inspection required DPW/ Parks
event per day

Street closure/obstruction Pre and post inspection
) $156 ) DPW
permit required
$11 (per $1000 of
construction cost of the tent
S - rental and set up cost) General City and state inspec- Inspectional
uilding Permi ildi i
8 Sl el e tion required Services
S85 Minimum
. . . . Inspectional
Body art practitioner permit S40 Inspection required .
Services
SO Farmers Market (Defined
by the state as: Unprocessed
fruits and vegetables, eggs,
Inspectional
Food permit honey and maple syrup Inspection required p.
Services
$25 Farmers market with retail
seasonal (May include pie,
cakes, cookies, breads etc...)
$55 Temporary food permit
' for 1-15 consecutive days _ ' Inspectional
Temporary Food Permit Inspection required )
$195 Temporary food permit Services

for over 15 days
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PERMIT FEE SCHEDULE (Continued)

Food Permit (Bundle)*

*(Bundle rate eligible to non-
profits at discretion of
Inspectional Services)

Electrical permit

Porta Potty Permit

Plumbing Permit

Entertainment License

Permit to exhibit, raise, or keep
animals or birds

Sound Permit
Hawkers and Peddlers Permit

Propane Storage

Fireworks Permit

Dumpster Permit

Parade/Walk/Race Permit

City of Worcester

$150—1-12 Vendors
$300—13-24 Vendors

$500—25+ Vendors

$110 Temporary show permit

$220 After hours inspections

$30 per unit

S85 Three (3) or more per
location and up to ten (10)

$15 per unit Over ten (10)
$110

S5 per day and $50 on Sun-
days

$50

$5
$62
$25 for two propane tanks

S50 plus additional charges if
overtime is incurred

$25 for one dumpster

$5

33

Inspectional
Inspection required Services
) ) Inspectional
Inspection required )
Services
. ; Inspectional
Inspection required i
Services
] ) Inspectional
Inspection required )
Services
. . . License
No inspection required o
Commission
Inspection required Police
No inspection required Police
Inspection required Police
Day of event inspection
. Fire
required
Day before and of event =
ire
inspection
Inspection required for
Fire

more than one day use

No inspection required Police
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DEPARTMENT CONTACT INFORMATION

For your reference, the following is a list of contacts you may need in acquiring all necessary permitting
for your event.

City Manager’s Office

455 Main St, 3rd Floor
Worcester, MA 01608

Phone: (508) 799-1175

Fax : (508) 799-1208
citymanager@worcesterma.gov

Department of Public Works
20 East Worcester Street
Worcester, MA 01604
Phone: (508) 799-1450
DPW@worcesterma.gov

Parks Department

50 Skyline Drive
Worcester, MA 01605
Phone: (508) 799-1190
Fax :(508) 799-1208
parks@worcesterma.gov

Inspectional Services

25 Meade St

Worcester MA, 01610

Phone: (508) 799-1198

Fax: (508) 799-8544
inspections@worcesterma.gov

Public Health Department
25 Meade St

Worcester MA, 01610
Phone: (508) 799-8531
Fax: (508) 799-8572
health@worcesterma.gov
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DEPARTMENT CONTACT INFORMATION (Continued)

License Commission

455 Main St, 4th Floor
Worcester, MA 01608
Phone: (508) 799-1400 x235
planning@worcesterma.gov

Worcester Police Department
9-11 Lincoln Square
Worcester, MA 01608

Off Duty/Sound Permits

(508) 799-8606

Worcester Fire Department
25 Meade Street,
Worcester MA, 01610

(508) 799-1822

Economic and Cultural Development Office
455 Main St, 4th Floor

Worcester, MA 01608

Phone: (508) 799-1400

Fax: (508) 799-1406
development@worcesterma.gov

Office on Disabilities— ADA Coordinator
City Hall Room 101

455 Main St

Worcester, MA 01608

Phone: (508) 799-1152
disabilities@worcesterma.gov

Emergency Communication and Emergency Management Systems
9-11 Lincoln Square

Worcester, MA 01605

Phone: (508) 799-1777

City of Worcester 35 Special Event Planning Guidebook


mailto:development@worcesterma.gov�


<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



