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Step 1:
Special Event Application


A.
General Information

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

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.
Hold Harmless - A hold harmless agreement located in this document must be completed, if insurance is not necessary and signed before your application can be processed.

3.      Insurance - your organization may be required to provide proof of third   

          party liability insurance in the amount of $2,000,000 with the City of

Peterborough named insured. This means your policy must contain a cross liability
clause.  A certificate of insurance is required for most events in the Park.

B.
Permitting Season

1.
Millennium Park will be permitted at the discretion of the Arenas, Parks and Recreation Advisory Committee.

2. Outdoor Park permitted events that have sound and/or music will be limited to three (3) occasions per week so as to respect the privacy of neighbours.  Any uses that incorporate music/sound and exceed the 3 occasions, must first be approved by the Arenas, Parks and Recreation Advisory Committee.


3.
Events which are deemed passive and do not include musical performances, may be approved at the discretion of staff of the 



Recreation Division. These events do not have to fall under the terms and



conditions of item #B 2. 

5.
There will be no performance or activity beyond the 11:00 p.m. curfew.

               6.
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 based 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.
Damage/Cleaning Deposit/Millennium Place Keys - Event organizers may be required to provide a damage deposit prior to the event and should they be required, they will also be provided with a set of keys.

*
$250.00 damage/cleaning deposit for non-profit organizations depending on the event.  Plus a key deposit of $25.00 for a total of $275.00.

*
Minimum $625.00 damage/cleaning deposit for commercial organizations depending on the event

*
Terms are Cash or Cheque made payable to the City of Peterborough

*         $25.00 charge for unreturned keys

4.       Display Room 
The display room will be rented out for $18.00 + 2.34 = $ 20.34 per hour. The room will not be rented out prior to 7:00 am or later than 11:00 pm in   the evening. The display room can also be rented for the entire day from 7:00 a.m. to 11:00 p.m. for a rate of $105.00 + $13.65 = $118.65

Key / Damage Deposit - A $25.00 refundable key deposit will be required for the rental of this room. The expectation is that the user will clean the display room after their use and remove all litter to a designated area. Cleaning supplies will be provided in this room.

5.
Park Rental Rates

These rates include all wedding ceremonies, receptions, music / theatre 

performances and special events pertaining to all outdoor spaces 

throughout the park only. There is an additional cost for the rental of the display room, as indicated in item 4. 

	
Rate Categories
	Rental Fee
	HST
	Total

	
	
	
	

	1 – 100 persons under 3 hours
	$116.00
	$15.08
	$131.08

	Over 100 persons under 3 hours
	$174.00
	$22.62
	$196.62

	Major events over 3 hours
	$574.00
	$74.62
	$648.62


Step 2:
Site Visit
A.
Site Visit Arrangements

1.
A site visit may be required by each user group with a Recreation Division and Parks Division staff representative, 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.

2.
All restricted areas will be identified when you attend the required site visit. See map at the end of this document for encroachment and non-encroachment areas. 

3.
Please bring the user checklist to your on-site meeting.

Step 3:
Event Management Plan
A.
Public Safety – If your request to permit Millennium Park exceeds more than 500 people, please be advised that an Event Management Plan is expected.  Public safety is of the up most importance.  Your management plan should include the following items:

1.
Monitoring Attendance- The park performance space was intended for crowds with a maximum of 500 persons  If you are entertaining use of the performance area, identify how you plan to handle foot traffic.

2.
Emergency and Delivery Routes - Ensure that all emergency and           delivery routes are clear and unobstructed.

3.
Fireworks are not permitted in the park.
B.
Food Arrangements - If food is integral to your event, you must contact the Recreation Division to secure the following:

1.
Approval from The Silver Bean Café, is required prior to your event. The Silver Bean Café is a contracted food service provider in the park with exclusivity to food and concessions.  Contact the Recreation Division for details.

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 barbecue and a fire extinguisher must be present during the operation of the barbecue.

C.
Garbage and Litter Collection - The event organizer is responsible for clean-up 

of park property, (building and grounds) during and after the event. Please remove all tape from posts and buildings. Placement of garbage in an assigned area is the responsibility of the organizer.  Canisters and extra bags will be provided upon request for each user group. Please advise if additional canisters and bags will be needed. Failure to comply with the drop sheet or complete clean-up of the facility will result in adjustments to the refundable damage/cleaning deposit.

D. Parking -  Patrons may park in the Peterborough Square underground parking    garage or in the municipal parking lot on King Street.

E. Mechanical Operation - Acoustical musical performances are encouraged at Millennium Park. Should electronic amplification be required you must notify the Recreation Division to request permission. 

F. Public Washrooms – A permanent accessible washroom facility is located adjacent the boathouse building and is available for scheduled use.   An additional washroom is part of the food service boathouse and is available for use during business hours.

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 prior approval from the Recreation Division.   Only 

      free-standing tents or marquees will be permitted in the park. 

NOTE: No stakes in the ground will be permitted.  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 Permits – For more information in regards to securing a Special Occasion Permit at this facility, please contact the Recreation Division and request a copy of the City of Peterborough Municipal Alcohol Policy. Further assistance and information is also available through the Recreationist responsible for Millennium Park.  

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.

B.
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.

Millennium Park - User Event Checklist

Please read the Otonabee River Trail, Millennium Park User Handbook and complete the following steps:

Step 1
[ ]
Complete Application and Hold Harmless Form (if needed)
[ ]
Insurance Confirmation - copy of certificate

[ ]
Rental Fees (arrangements made for payments)

[ ]
Key Deposit (arrangements made for deposit)

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

c.
[ ]
Garbage and Litter Collection

d.
[ ]
Stage Use

e
[ ]
Public Washrooms

f.
[ ]
Other Arrangements

Step 4
[ ]
Other Permits

a.
[ ]
Special Occasion Permit

b.
[ ]
Received Copy of Alcohol Management Policy Criteria

c.
[ ]
Water Based Event

d.
[ ]
Street Closure Application


Community Services Department

Recreation Division
Millennium Park

Special Event Application
(Complete both pages)
Part 1
Event Title: ___________________________________________________________ 

Organizing Group: _____________________________________________________ 

General Description:____________________________________________________ 

Requested Dates: ______________________________________________________ 
Event start time: ________  End time:_________Set up:________ Take down_______
Contact: ______________________________________________________________ 

Address: _____________________________City: __________________ P.C. ______ 

Phone:
Home: ______________  Cell: ______           Work: _________________

Email Address (Please):  _________________________________________________ 

Alternate Contact: _____________________________ Email: ___________________ 

Phone:
Home: _______________ Cell: _____________ Work: _____________

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:     Display Room only?       Park only?      Combination of both?

2.
How many people will your event attract?    _________________________________
Application continued…

3.
Will food services be part of your event?      


 yes

  no

Provide details: ___________________________________________________


________________________________________________________________

4.
Will your group be requesting any special permits?   

  yes    
  no


Describe:________________________________________________________


_______________________________________________________________

5.
Will your group be requiring tents?


 
 yes
 
 no

If yes, what size and how will they be erected? __________________________

_______________________________________________________________

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

7.
Are there any special arrangements that you require? 

 yes
 
 no

Explain: ________________________________________________________________

Note:


Please read the Millennium Place User Handbook carefully for additional items that are required for your event.  

Return To:

Terri Lynn Johnston, Recreationist

Recreation Division, 500 George Street

Peterborough, Ontario, K9H 3R9

Tel: (705) 742-7777 ext. 1829

Fax: (705) 748-8824
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Community Services Department

     Recreation Division
Otonabee River Trail
Millennium Park - Special Events
Permit, Release, Waiver, and Indemnification
Name of Applicant:_____________________________________________________

Address: _____________________________________________________________

Contact Phone Number:_________________________________________________

Event Title:
__________________________________________________________

Date of Event:_________________________________________________________

Time Frame: __________________________________________________________
The Applicant hereby releases and forever discharges The Corporation of the City of Peterborough, its officers, agents, employees, and volunteers, from any claim or demand whatsoever in respect of injury, death, loss, or damage to property caused by or arising from the Applicant’s use of the above noted services or facilities.  The Applicant also voluntarily assumes any risk of injury or damage in connection therewith, and agrees to indemnify and save harmless the said City with respect to any liability incurred by it, arising out of the use by the Applicant of the said services or facilities.

DATED at Peterborough this ________  day of _____________________ , _____.

_____________________________________________

Signature

Note:
This document must be executed by either an individual Applicant, or an authorized signing officer if the Applicant is a corporation.

It is recommended that the Applicant obtain liability insurance to cover the obligations which have been assumed by the Applicant by signing this document.
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