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STEP 1:	SPECIAL EVENT APPLICATION

A.	General Information

To help you complete the enclosed application form and hold harmless agreement, please read the information in this handbook.

1.	Application Form - please complete the form in detail and submit to City Hall, Recreation Division Office, c/o Terri Lynn Johnston at 500 George Street North, Peterborough, Ontario, K9H 3R9. You can also email the internet application to tjohnston@peterborough.ca 

2.	Insurance - your organization is required to provide proof of third party liability insurance in the amount of $2,000,000 with the City of Peterborough named third-party insured. This means your policy must contain a cross liability clause. Proof of your insurance must be received by the Recreation Division at least one week prior to your event.

3.	Site Plan Map - Please complete a map outlining where you would like to place equipment, tents, chairs and etc. A site meeting to discuss this site management plan will be completed close to the date of your event with a representative from both the Recreation Division and Park Division staff. 

B.	Permitting Season

1.	Del Crary Park will be permitted from Victoria Day weekend to Thanksgiving weekend annually. The stage roof will remain on until Thanksgiving, weather permitting.

2.	Park permitted events will be limited to three (3) major occasions per week so as to protect the park from over use.  Any requests that exceed the (3) times will be taken to the Arenas, Parks and Recreation Advisory Committee for consideration.

3.	Two (2) activities may be booked back to back on any of these occasions - afternoon/evening with an 11:00 p.m. curfew.

4.	Events will be allocated on an annual basis, by seniority, based on the dates that were previously used and paid for.  Any requests after this time frame, is on a first come, first served basis.

C.	Rental Fees 

1.	Rain Date/Refunds - Safety of park patrons is of a high priority. Therefore, if your event needs to be cancelled because of rain, electrical storms or high winds, no penalty is imposed.  Every effort will be made to reschedule your event.  If this is not practical, your rental fee will be refunded.
2.	Refund/Cancellation Policy - Refund requests are accepted in writing two (2) weeks before the scheduled date of the event.  An administration fee of $25.00 will be deducted in all cases.

3.	Fees 
Rates A through C (non-profit or charitable organizations)

Rate A = $230.00 + 29.90 - Under five (5) hours and under 500 patrons
Rate B = $315.00 + 40.95 - Under five (5) hours and over 500 patrons
Rate C = $450.00 + 58.50 - Over five (5) hours for one (1) single continuous event
Rate D (Commercial) = $750.00+ 97.50 - Any commercial activity 

4.	Paid Admissions Event - Del Crary Park is a public park.  If your group wishes to have paid admissions for your event, a letter of request must be presented to the Arenas, Parks and Recreation Advisory Committee at least twelve (12) weeks prior to the event in order that your request can be reviewed and a decision rendered.

5.	Damage Deposit/Del Crary Park Keys – Special Event organizers are required to provide a damage deposit prior to the event and they will be provided with a set of keys.

*	A $275.00 damage deposit is required for all for non-commercial organizations.
*	A $625.00 damage deposit is required for commercial organizations.
*	Terms are Cash or Cheques made payable to the City of Peterborough.
*	$25.00 charge for any unreturned keys.

After the event, the site will be inspected and a full or partial refund will be made, depending on the condition of the area.

STEP 2:	SITE VISIT

A.	Site Visit Arrangements

1.	A site visit is required by each user group with Recreation and Parks Division staff representatives, in order that all details and arrangements for your event can be reviewed and discussed on-site.  Please contact the Recreation Division office to arrange this meeting if it has not been otherwise arranged.

2.	All restricted areas will be identified when you attend the required site visit.

3.	Please bring both the user checklist and the Park map with details, (Step A, # 4), to your on-site meeting.

STEP 3:	EVENT MANAGEMENT PLAN

A.	Public Safety

Del Crary Park will accommodate large crowds.  All organizing groups of expected large crowds must develop a Management Plan for their event.  Public safety is of the utmost importance.  Your management plan should include the following items:

1.	Crowd Control - Identify how you plan to handle large crowds.

2.	Marina Refuelling Area - Identify and take precautions to ensure that people refrain from smoking in the refuelling areas.

3.	Emergency and Delivery Routes - Ensure that all emergency and delivery routes are clear and unobstructed. This includes the entrance to the park down to the dock and behind stage. 

4.	Safe Water Edge Area - Identify and take precautions to ensure public safety along the water edge, banks and docks in the Park area and provide appropriate controls.

B.	Food Arrangements

If food is integral to your event, you must contact the Peterborough Marina Operator to discuss food arrangements. The Marina Operator has exclusive food and souvenir sale concession rights for Del Crary Park. The Marina telephone number is 705-745-8787.

1.	Approval from the Marina Operator is required prior to your event.

2.	Special permission is required for barbecues (self contained units only) in the park. All Barbecues must be set up on the hard surface plaza area only. A drop sheet for grease must be placed under the barbecue.

3.	Failure to comply with the drop sheet for grease will result in adjustments to the refundable damage deposit.

C.	Garbage and Litter Collection

The event organizer is responsible for clean up of park property during and after the event. Plans for this responsibility must be presented for approval by the Recreation Division staff.

1.	Canisters and extra bags will be provided upon request for each user group. Please advise if additional canisters and bags will be needed.

2.	Failure to comply with the complete clean up of the facility will result in adjustments to the refundable damage deposit.

D.	Parking Lot 

The parking lot provides a total of eighty-six (86) parking spaces.

1.	Del Crary Park is a public park, accessible at all times to both citizens and visitors to the City. It is therefore expected that vehicles may be parked in the lot at any time. For this reason, we cannot guarantee that 100 percent of the parking capacity will be available to support your event.  Vehicles, which may be parked in the lot prior to or during an event shall not be removed except by the owner(s) or by the City.

2.	Events exceeding 500 patrons require the organizer to manage the parking lot.  Approval of your management plan will allow you control of the lot two (2) hours in advance of your event.

3.	Reserved parking spots are provided for the physically challenged and for the following:

*	Twelve (12) physically challenged	
*	Eight (8) spaces for staff/visitors of the Peterborough Marina
*	Two (2) spaces for the Festival of Lights
*	Two (2) spaces for staff of the Peterborough Art Gallery

The above spaces must remain accessible at all times.

4.	The attached map clearly identifies vehicle circulation and designates emergency and delivery routes.  These routes must remain open and unobstructed at all times. Your utmost care and diligence is therefore required in the control of vehicle movement to ensure the safety of visitors to the park.

E.	Stage Usage/Mechanical Operation

1.	Operation of Electrical Units
*	Electrical outlets are located inside the storage room behind the stage.
*	Special arrangements must be made to access the electrical panels. If you require a direct hook-up into the system, please be advised that an ESA inspection is necessary and you must contact the Recreation Division well in advance to have this arranged. 
*	Little Lake Musicfest Staff have complete control of the storage room from mid June to mid August. 
*	For other dates, please contact the Recreation Division at 742-7777 ext. 1829.

2.	Stage Usage reminders
*	No tapes or adhesives shall be affixed to stage walls.
*	No fasteners, holes or modifications shall be made to the stage.
*	Nothing shall be suspended from the frame or tarpaulin.

3.	Deliveries - All deliveries to the stage area are to be made by using the paved walkway/delivery route to the Marina and the access ramp at the rear of the stage and is shown on the park map.  This delivery route will be identified during the site visit.

No vehicles shall be driven or parked on any grass surface. Any group who violates this direction will be subject to the immediate forfeiture of their damage deposit.

F.	Public Washrooms
A restroom facility is located adjacent to the Peterborough Art Gallery and is available to event organizers. The user will be responsible for the opening, closing and general cleaning of the facility during and after the event. Rest room keys will be provided. 

G.	Other Arrangements/Tents and Marquees
Organizers who wish to use a tent, marquee or display for their event.  Must identify this request on the application and receive approval from the Recreation Division.

1.	The two designated areas for tents will be: 1) grass strip adjacent to George Street and south of the Brown Sea Base; 2) the hard surface plaza area as identified in the map. No stakes, poles or display supports are to be driven into the ground on the hard surface plaza area.

2.	No tents with stakes may be placed anywhere else in the park due to the below ground irrigation system and other underground services in the park.

3.	No nails shall be driven into trees, no banners shall be suspended from trees and no electrical wires shall be strung from the trees.


STEP 4:	OTHER PERMITS

A.	Special Occasion Permit

To serve alcohol you must apply in writing at least 12 weeks in advance of your event to the Arenas, Parks and Recreation Advisory Committee for consideration.

1.	If the Advisory Committee has no objections to your request, you must apply for a Special Occasions Permit with the Liquor Licensing Board of Ontario.

2.	Your organization will also be required to meet the standards of the City of Peterborough's Alcohol Management Policy. A copy of the Policy may be obtained through the Recreation Division office.

B.	Trent Severn Waterway Approval

If your event is water based, you must receive approval from Trent Severn Waterway.

1.	Apply in writing to the Trent Severn Waterway for approval of your water based activities.
2.	Provide a copy of the above written permission from the Trent Severn Waterway to the Recreation Division office.

C.	Street Closure Application

If your event set-up requires that streets in the immediate park area be temporarily closed, you must:
*	Identify in your application the set-up required.
*	Obtain a street closure application from the Clerk's Office, City of Peterborough.
*	Submit copy of written approval to the Recreation Division office.

























For More Information, please contact:

Terri Lynn Johnston, City of Peterborough
500 George Street North Peterborough, Ontario K9H 3R9
(705) 742-7777 ext. 1829
tjohnston@peterborough.ca


Community Services Department
 Recreation Division


 (
Phone 
705-742-7777 ext. 1829
Fax 705-748-8824
)



DEL CRARY PARK - SPECIAL EVENT APPLICATION

Part 1
Event Title:	

Organizing Group:											

General Description:										

Requested Dates:											

Event Start time:				End Time:						

Set up:					Take down:						

Contact:					Alternate:						

Contact Address:											

City: _________________	P.C. _________ 		Email:					

Phone Res:			Phone Bus:			Phone cell: _______________	

Alternate’s Address:											

City: _________________	P.C. _________ 		Email:					

Phone Res:			Phone Bus:			Phone cell: _______________	

Part 2
Please answer the following questions concerning your event.  This will allow us to work with your group in planning your event.

1.	Is the event? (  ) water based only   (   ) stage only     (   ) combination of both

2.	How many people will your event attract?   (   ) under 500     (   ) over 500


3.	Will food services be part of your event?     (   ) yes	   (   ) no
Provide details:										
																																																			

4.	Will your group be requesting any special permits or an electrical inspection?	(   ) yes    (   ) no 
	Provide details:																																																															
5.	Will your group be requiring tents?		(   ) yes    (   ) no

If yes, what size? 										


6.	Will you be requesting extra garbage canisters/bags?  (   ) yes (   ) no


7.	Are there any special arrangements that you require?    (   ) yes (   ) no
Explain: 																																																															

DEL CRARY PARK - EVENT USER CHECKLIST

Please read the Del Crary Park User Handbook and complete the following steps and bring this form with you to the Site Visit Meeting with Parks Division staff and Recreation Division staff:

Step 1

[ ]	Complete Application 
[ ]	Rental Fees (arrangements made for payments)
[ ]	Damage Deposit (arrangements made for deposit)
[ ]	Site Plan map (see map of park at the end of this document)
[ ]	Arrange for keys

Step 2

[ ]	Site Visit Arranged

Date	_____________________________Time	______________________

Step 3

[ ]	Event Management Plans are to be provided in writing to Recreation staff addressing:

A	[ ]	Public Safety
B	[ ]	Food Arrangements - approval from Marina
C	[ ]	Garbage and Litter Collection
D	[ ]	Parking Lot Use
E	[ ]	Stage Use
F	[ ]	Public Washrooms
G	[ ]	Other Arrangements

Step 4

[ ]	Other Permits

A	[ ]	Special Occasion Permit
[ ]	Received Copy of Alcohol Management Policy Criteria
B	[ ]	Water Based Event
C	[ ]	Street Closure Application

NO PARKING ON THE GRASS

DEL CRARY PARK CONTACT LIST


	AREA
	ADDRESS
	TELEPHONE

	
General Inquiries
(Application)
	
City of Peterborough
Recreation Division
500 George St N
Peterborough, ON
K9H 3R9
	
Terri Lynn Johnston
(705) 742-7777 ext 1829
(705) 748-8824 fax
tjohnston@peterborough.on.ca

	
Water Based Event
(Written Permission)
	
Superintendent
Trent Severn Waterway
Visitor Services Specialist
Box 567
Peterborough, ON
K9J 7H7
	
(705) 742-9267
(Inquiries)
Roger Stanley
750-4937
roger.Stanley@pc.gc.ca

	
Food Arrangements
(Written Permission)
	
Marina Operator
Peterborough Marina
P.O. Box 1569
Peterborough, ON
K9J 7H7
	
705-742-7777 ext. 1836
(May to Oct)

Don Jackson

info@peterboroughmarina.ca
www.peterboroughmarina.ca 

	
Special Occasions Permit
(Request/Application)
	
Local L.L.B.O. Agent
(for details)

Municipal Alcohol Management Policy and Smart Serve Course
	
705-745-1333



705-742-7777 ext. 1829

	
Audio System Services
(Inquiries)
	
This would be done through a contracted service. 
	
Little Lake Musicfest audio equipment is through a contractor and is not available for rental.

	
Public Works Department
	
Townsend Street
	
705-745-1386 is the answering service number on the weekends. Simply ask the service to contact the Weekend Foreman.
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