
City of Harrisonburg Special Event Application

Usethis application to submit special events plannedin the City of Harrisonburg on public
property. Special events can include concerts,festivals, benefits, run/walks, and morein the
downtownarea,public parks, and city neighborhoods.

 

A “Special Event”is a short-term organizedactivity, celebration, or other gathering on public
property that, whetherforprofit or notfor profit, due to the anticipated numberof attendees
or the nature of the event characterized by anyof the following:

- Requires City services to ensure compliance with Federal, state, or local laws;

- Involves use of City owned or managed property suchas public streets, sidewalks, parkinglots, alleys, parks or any
other City owned/managed open space (excluding standard parksshelter rentals)

- Involves closureorpartial closure of any public right-of way, or requirestraffic control procedures necessitating
the involvementofthe City’s Police Department & Public Works Department

- Involves the erection of stages,utility poles, booths, tents, stands, or other temporary structuresin a public place;
-  Impair emergency vehicles access or requires the attendance of EMS/Fire personnel.

City supports mayinclude waste management,traffic management, safety, and road closures. For the City to approve a
roadorparkinglot closure, the following must be considered: resident/business impact, detour routes, signage and
notification, use of barricades and directionalsignage, and traffic control and safety. Please note: there maybe a cost to
yourorganizationforthese services.

APPLICATION DEADLINE:Applicationsfor events occurring between January 1 and May31 will be accepted no later than
90 daysprior to the event. Applications for events occurring between June 1 and December31will be accepted nolater
than25,2022. Eventorganizers, especially those planning eventsforthe first time, may be required to meet
with City staff to discuss logistics and to determine the necessary City supports and resources to help make the event
safe and successful.

Submit completed applications, fees, and supporting documents to Harrisonburg Parks & Recreation (HPR):
HPR Events Manager, 305 South DogwoodDrive, Harrisonburg, VA 22801 or matthew.little@harrisonburgva.gov.

Electronic applications are preferred. Incomplete applications will not be processed.Call HPR’s events managerat 540-
433-2474 or email matthew.little@harrisonburgva.gov with questions aboutthis application or the events approval
process.

Section 1: Applicant Contact Informati id Event Locatio

Organization/Applicant Name: Eastern Mennonite University / Amy Springer Hartsell, Executive Advisorto the President
 

 

 

 

 

Event Name: Downtown Harrisonburg Eventfor Students: Royals Go Downtown!

Dateof Event: Thursday, September22, 2022

Cell Phone:
Daytime Phone: 432-4100 (*Required for day-of event) 471-2189

E-mail Address: springer@emu.edu

Mailing Address: 1200 Park Road Harrisonburg, VA 22802
 

Preferred eventlocation(s) (Checkall that apply):

Downtown- festivals, concerts, and other events that are not run/walk events

LJ Downtown- run/walk events — Complete & attach map. Must complete section 5

LJ Neighborhood run/walk events — Attach a map/diagram of your course
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Turner Pavilion & Park Rental — Submit approved Facility Use Permit from Harrisonburg Parks and Recreation with

application. Download the Facility Use Permit and find more information at https://www.harrisonburgva.gov/shelters. Fees

apply.

(J City Park Reservation
If the eventinvolvesthe use of

a

city park, the applicant must submit approvedFacility Use Permit from Harrisonburg Parks

and Recreation with application. Download the Facility Use Permit and find more information at

https://www.harrisonburgva.gov/shelters. Fees apply.

  Court Square

—

Ifthe eventinvolvesthe use of the Courthouse grounds, the applicant must obtain approvalfrom

Rockingham County before submitting a special event application. For availability, call 540.574.3517 or email

Ishepard@rockinghamcountyva.BOV jst submitted the application to the County.

Section 2: Event Information and Required Permits

Please describe the purposeof the event:
Royals Go Downtown!will introduce EMUstudents to the wonderful food establishments and opportunities that
 

Downtown Harrisonburghasto offer. Starting at the Rockingham County Administrative Offices, students will make
 

their way to Turner Pavilionfor

a

live music event- with opportunities for "Tastes of Downtown,"Welcomes from
 

President Huxman and MayorReed,and music along the way.
 

Is this an annualevent? [X] Yes [_] No If so, how manyyearshas it been held?
*Weare hopingthis will become an annual event.

Event Hours: %

Set-up Start Time:_4200P-™.® Event Start & End Times: 5:00 - 8:00 p.m. Clean-up End Time: 930p.m

How manyparticipants and spectators do you anticipate? 200 - 250 

CommunityNotification: List the nameof businesses, churches and residences that you have notified about this

event*:
Wehave only been in conversation with Magpie Dineratthis pointin the planning process.
 

 

 

*For events taking place downtown(including the Turner Pavilion), event organizers must notify the businesses, churches,

organizations or residences that are located near or adjacentto the event site. Businesses near a parking lot or parking

structure that you wish to usefor your eventor thatwill be inaccessible because of a street closure mustbe notified as well.

Contact HDRfor assistance with identifying all organizations that might be impacted by yourevent.

Will food be sold or served? Yes [_]No Will merchandise be sold? Llyes [4 No

*All vendors must have a currentbusinesslicense for the City of Harrisonburg, unless the event organizer procures a

show license; see below in Required Permits.

**Allfood vendors, exceptthoseselling unprocessedfood products, mustfile and pay the City of Harrisonburg food &

beverage tax. Contact the Commissioner of Revenue 540-432-7704 for details. The collection and remittance of

applicable taxesis the responsibility of the individual vendor. However, event organizers are responsible for providing

the Commissioner of Revenue witha list ofparticipating food vendors and contact informationfor each. Food vendor

lists should be submitted to Karen Rose (karen.rose@harrisonburqva.gov)at least two weeksprior to the event date.

***Allfood vendors mustpossess a validfood service permit. Contact the VA Department of Health for details: 540-

574-5200
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Will alcohol be served*? [_]Yes No
e If yes, attach copy of ABC License

e If yes, describe the perimeter fencing that you plan to use*:

*Organizers musterect complete, stablefencing surrounding all areas where alcoholis to be served or consumed. Small
events can use snow/plasticfencing. For large events, metalfencing may be required. For more information, contact VA
ABC, Staunton RegionalOffice, 540.332.7800

**Public events serving alcohol require an ABC license and mayrequire the organizerto hire off-duty uniformed
Harrisonburg Police officers. Officers hired to work the eventwill be paid individually by the event organizer. See section
3 for moreinformation.

Doyouplan onproviding portable restrooms? [>JYes [] No Ifyes, answerquestions below:
e@ How manyportable restroomsdo you plan on having? 2

TBD

TBD Picked up? TBD

e@ Where doyouplan on placing them?

e Whenare they scheduled to be dropped off?

*Portable restroomfacilities are required at a ratio of at least one per 150 eventparticipants, unless additional
bathroomfacilities are available to event attendees, or unless the duration of the event program does not exceed two
hours. 10% of these should be ADA accessible. Events serving alcoho! should provide portable restroomsat a ratio of
one per 50 participants.
“Wearealso going to contact the Farmer's Market andaskif we can usetheir restroom facilities. If they grant permission to us we will not need portable restrooms.

 
 

Do you needaccess to water? [_] Yes [_] No TBD

If yes, plannedactivities, vendors, entertainmentthat require water:

 

Do you need accesstoelectricity? [x] Yes [_] No

List plannedactivities, vendors, entertainmentthat require electricity:
Weare planningto havea band play in the TurnerPavilion.

Will your event involve the use ofan off-site parking and/or shuttle plan? [x] Yes LJ No
If yes, pleaselist shuttle sites to be used and detail plansfor transportation:
Drop-offlocation for start of event: Rockingham CountyAdministrative Offices Parking Area. Return location for endofevent:
TurnerPavilion parking area

Are any public parking lots needed for exclusive use by this event?* [3} Yes [_] No
If yes, please list them:

The parking area around TurnerPavilion

 
*Public parking lots can only be requested if neededfor event programming; they cannot be requestedfor exclusive event
parkingfor public or private events.

 

Will your event require the closure of a portion of anycity streets?* Yes [_]No
If yes, describe: We wouldlike more discussion with the City on this question as to whethera rolling road closureorjust use of

sidewalks would bebetter.

 
*If your event requiresstreet closures, you will need to issue a press release at least two weeks prior to your event
specifying the impactof street closures and parking changes. Contact HPR (matthew.little@harrisonburgva.gov) for a
sample press release and presslist.
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Please describe yourplan for removalof waste and garbageduring and after your event*:

Wewill provide our owntrash receptacles and removethe waste from TurnerPavilion.

 

 

*It is the responsibility of the event organizerto provide trash cans and bags; and to removeall waste, debris and materials

from thesite, if prior arrangement has not been made with HarrisonburgCity Public Works.

**For events with alcohol, food, or other products which may cause debris, residue or stains to remain on the property, the

City may require the use offlusher trucks, sweepertrucksor blowers to clean the area. Event organizers may be chargedfor

this service.

***There may be a penalty incurredif there is any damage to public property or structures, or if any trash or debris remains

on-site.

Required Permits (Checkall that apply):

(J Permitfor Tents/Structures — Any tent greater than 900 square feet or accommodating morethan 50 people requires a

building permit and inspection. Building permit applicationsare available at www.harrisonburgva.gov/permits. The permit

application should befiled with the Community Developmentoffice at least 10 days in advanceofthe event. Questions

about the permit process can be directed to Ron Schuett or Mike Williams at 540-432-7700.

oO Permitfor Platforms/Stages — Any stage or platform, and the associated stair, erected more than 7 inches above the

groundsurface requiresa building permit andinspection. Anyfield constructed stage or platform must be engineered by a

VA Registered Design Professional. Building permit applicationsare available at www.harrisonburgva.gov/permits. The

permit application should be filed with the Community Development office at least 10 daysin advanceofthe event.

Questions about the permit process can be directed to Ron Schuett or Mike Williams at 540-432-7700.

(J Inflatable/Regulated AmusementDevice Permit — Inflatable amusement devices and other regulated amusements

require a permit to be allowedat events opento the public, and the device vendor mustprovide a certificate of insurance

listing the City of Harrisonburg as additional insured. The permit application should be filed with the Community

Developmentoffice at least 10 days in advance of the event. For more information, contact Ron Schuett at 540-432-7700.

CL] Fireworks Permit — Anyfireworksdisplay requires a permit through the Fire Department. To apply fora fireworks

permit, contact the Fire Marshall's office at 540-432-7703.

[J ShowLicense or BusinessLicenses — A businesslicense is required for all vendorsselling any crafts, merchandise or

foodin the City of Harrisonburg. However, event organizers can purchase a showlicenseto cover any craft and food

vendors during an event. For information, contact the Commissioner of Revenue Office at 540-432-7704.

*All food vendors must pay the 7% food and beveragetaxto the City of Harrisonburg Commissioner of Revenue.

**Someevent organizers may also be responsible for paying an admissions tax, dependingon the nature of the event.

(J ABC BanquetLicense — Sale and/orservice of alcoholic beverages requires a banquetlicense.To apply for the proper

ABClicense,visit https://www.abc.virginia.gov/licenses/get-a-license/banquet-licenses. ABC Licenses must be submitted to

matthew.little@harrisonburgva.gov no later than 30 daysprior to your eventdate. Your license must be posted in a visible

location for the duration of your event.

eeeaintecclicin,

Do you wish to request Emergency MedicalServices support from the Harrisonburg Fire Department? [_] Yes [_] No

¢ The Harrisonburg Fire Departmentwill work with event organizers to meettheir emergency medicalsafety needs.

Please note that the event organizers will be charged a rate of $30/hr - $45/hr per EMS provider. A minimum of 2

providers will be requiredfor all requests, and a minimum of2 hours will be charged.
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Do you acknowledgethat the Harrisonburg Police Departmentwill review this application and may determine that police
support is necessary for your event? Yes []No

Do youwish to request police support fortraffic management*? Yes [_] No

Will you provide additionaltraffic marshals? Yes []No If yes, how many: 6-8
 

© Persons under the age of 18 are not allowed to assist with traffic.

e All marshals must be properly equippedwith identification, a reflective vest, and communication equipment.

Wouldyoulike to request the use ofreflective vests? (A limited numberare available) (_] Yes No

If yes, how many:
 

Wouldyoulike to request training on traffic/pedestrian management from HPD? 1 Yes No

Would you like to request a safety demonstration from the Harrisonburg Police Department? (Yes No

Would youlike to request a safety demonstration from the Harrisonburg Fire Department? [_] Yes No

Wouldyoulike to request training on ABC managementfrom HPD? (1 Yes No

Are youhiring a security firm**? [[] Yes No

If yes, provide the followinginformation:

° Have youhireda licensed, professional security companyto help manage yourevent? LlYes [No

e Security Company Name:
 

e NumberofSecurity Personnel Hired:
 

e Security Company Contact Name:

Cell Phone:

e Describe plan for crowd management andsafety:

 

 

 

 

 

 

*The Harrisonburg Police Departmentwill work with event organizers to meettheir specific security needs.
Please note that eventorganizerswill be charged a rate of $40/hr- $55/hrperofficerfor police services. A
minimum of3 hourswill be charged.

¢ The numberof required officers is based on the estimated numberof attendees and/or the numberof
intersections to be monitored for runs, walks and parades. For events under 500 people = twoofficers,
500-1000 people = three officers, 1000-2000 people = four officers (one of which must be a supervisor)
, 3000-4000= five officers (one of which must be a supervisor); 4000+ people= six officers (one of
which must be a supervisor) The Harrisonburg Police Department reserves the right to increase the
numbersofofficers needed.

e Run/Walks will be required to provide staff or volunteersto coverat least half of the required officers
needed to safely managethe event

**Public events serving alcohol require an ABClicense andwill require the hiring of off-duty uniformed
HarrisonburgPolice officers. Officers hired to work the eventwill be paid individually by the event organizer.
Contact HPD, 540-434-4436, to receive Form 59: Employer Application for Off Duty Officers. Form 59 must be
submitted to Sgt. Ron Howard (ronald.howard@harrisonburgva.gov) before the Special Event Application will be
approvedby the Police Department.
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Section 4: Required Documents

The following documents MUSTbeincluded with this application:

[3] Mapwith requested street closures and/orparking lots highlighted (not necessary if using existing run/walk course)

oO Diagram ofevent,including location ofactivities, food and/orvendors, generators, entrances/exits, ABC zones,etc.

Diagram ofhow TurnerPavilion will be set up is forthcoming.

Thefollowing documents mustbe provided nolater than 30 days prior to your event:

© A Certificate of Insurance (CO!) providing evidenceofliability insurance of a minimum of $1,000,000 and property

damage of $100,000. The addendum mustinclude this exact wording: “The City of Harrisonburg, 409 South MainSt,

Harrisonburg, VA 22801, is hereby named asadditional insured.”

L attached will be submitted before the event

e AnEndorsementfrom the insurance companylisting the City as an AdditionalInsuredis also required. The insurance

company must have a minimum financial rating from the A.M. Best Company of an “A”orbetter*

CJ attached will be submitted before the event

* A copy of the COI and Endorsement(s) must be submitted to the City Purchasing Office at

Purchasing@harrisonburgva.gov no later than 30 daysprior to your event. For information, Contact Pat Hilliard,

Procurement Manager, 540-432-7794 or pat.hilliard@harrisonburqva.gov.

© |f alcohol will be served,the City also requires a LiquorLiability endorsement be addedto the insured’s policy

( attached (1 will be submitted before the event not needed

© ABCLicense- If alcohol will be served, event organizers must obtain a VA ABC license*

LJ attached CL will be submitted before the event not needed

*Contact VA ABCforinformation 804.213.4400

© Workers Compensation Insurance- If your organization has employees, you mustprovide evidence of Workers

Compensation insurance with statutorylimits that meet state requirements

LC attached will be submitted before the event  [_] not needed

 

Section 5: Run/ Walk Courses

Street closures for runs/walks on public roads are required to use certain courses within the City limits that have been

designed to ensurethesafety of the participants and the efficiency of the eventforcity crews. Small run/walks designed to

release clusters of small groups of 25 or fewer people in wavescan take place oncity sidewalks and typically do not require

street closures orpolice support. These run/walks may be approved at the discretionofCitystaff. Larger run/walks that

intendto take place oncity streets, or may flowintocity streets, will require street closures and police support.

Applicants who wish to create a course on a college campusthatflow intoCity streets ora local low-traffic neighborhood

are allowed to submit a course forreview.

The City has preapproved a grandfatherclausefor specific special event requests that use a different designated coursein

the city. Those events are: The RocktownTurkeyTrot & the Martin LutherKing, Jr. Remembrance Walk. The Martin Luther

King, Jr. Remembrance Walk has been approvedbyCity Council to occur on the third Mondayof January each year.
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Indicate the course that you preferto use:

 

   

 

   

LC Downtown A:Only available for runs/walks that are plannedin coordination with larger
festivals on the samedayutilizing the samestreet closures orfor a holiday event.   
LJ DowntownB:Only available for runs/walks that are

plannedin coordination with largerfestivals on the same

day utilizing the same street closures or for a holiday

event.

a

Kelygy & *s = Rafph$ Immanuel D B
ig remnants Spon Perk ae lowntown
& § Misersy a ears He renee *

z 2 tim Kelly sp

(J WashingtonStreet course: 150+ runners/walkers

need permission from Smithland Elementary/Skyline Middle if school
parking lots and facilities are needed.)

 

 

    

 

(J EMU course*: Must be approved through Eastern Mennonite University before checking this box. Please include

evidenceof university approvalin the form of an email exchange or MOU.

(J JMu course*: Mustbe approved through James Madison University before checking this box. Please include evidence of

university approvalin the form of an email exchange or MOU.

*In addition to providing a course map,list in detail which streets you intend to use (Only needed for the EMU, JMU, &

Neighborhood Run/Walk course)
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Special Event Rules & Regulations

FAILURE TO OBTAIN PROPER APPROVALS OR VIOLATIONS OF ANY RULES & REGULATIONS CAN RESULTIN THE

CANCELLATION OF YOUREVENT ORDENIAL OF FUTURE EVENT APPLICATIONS.

 

CERTIFICATION AND ACKNOWLEDGMENTOF APPLICANT

The undersignedcertifies that he or she is familiar with the guidelines, rules and regulationsfor planning an event in the

City of Harrisonburg and the samewill be enforced and honoredby the sponsoring organization. The undersignedfurther

certifies that the information furnishedin this application is true and correct to the best of the undersigned knowledge and

information. Furthermore, the undersigned acknowledgesthatall necessary documents and permits are being submitted

before the event.

The undersigned acknowledgesthatuseofcity resources to host an eventin the City of Harrisonburgis contingent upon

approvalof this application by the city staff and Harrisonburg City Council.

 

Z) 6 ,

Signature of Applicant: : Date: Le fe & AL

Comments:
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