
Town of Petrolia 
Special Events Manual 

EVENT ON TOWN STREET/ROAD/and/or SIDEWALK 
I For events taking place primarily on Town streetslroads andlor 
I sidewalks (i.e. paradelcommunity eventlstreet party) that require 

temporary street or road closures 
NO FOODIALCOHOL INVOLVED 

INTRODUCTION 

Throughout the year, the Town of Petrolia is a host to a variety of special events that require 
planning, communication, and co-operation from all parties involved. 

The Town of Petrolia recognizes the importance of special events in promoting the community, 
as well as enhancing and creating a desired community image. Special Events bring tourist 
dollars into the geographical region during the community's off-season or in periods when the 
number of tourists is lower than normal. Special Events enhance the image of the community; 
encourage resident and non-resident participation, spectator satisfaction, and civic pride. 

It is the intention of this manual to identify and assist the organizer in following the guidelines 
set out by the Town of Petrolia and other organizations such as the Community Health Services 
and O.P.P. who may have input in regard to the operation of the event. 

The utilization of this manual will ensure that all necessary approvals will be in place before the 
actual date(s) of the event. 

The use of this manual will allow us to work together to present special events that will be 
exciting and positive additions to our community. 

If you have any immediate questions or comments please contact the Director of Community 
Services at (519) 882-2350 (weekdays between 8:30 a.m. and 4:30p.m.). 

Best wishes as you plan and prepare your special event. 



EVENT TYPE 1 

TOWN OF PETROLIA 
SPECIAL EVENTS 

MANUAL 

EVENT ON TOWN STREETROAD andlor 
SIDE WALK 

For events taking place primarily on Town 
streetslroads andlor sidewalks (i.e. 

paradelcommunity eventlstreet party) requiring 
temporary street or road closure 

NO FOODIALCOHOL INVOLVED 



SPECIAL EVENTS 

Thank you for your interest in holding a special event in the Town of Petrolia. Enclosed are the 
materials needed to obtain a Special Permit for your upcoming event. Please follow the 
application directions very carefully. An application checklist is included for further assistance. 
No Special Event Permit will be issued without submittal of a signed application and requested 
documentation. Your event must have final approval by the Town of Petrolia Council. 

The Director of Community Services will assist you throughout this process and will be your 
primary contact. You will be notified by the Director of Community Services if your event 
requires additional permits such as: tent permit, temporary food permit, liquor license permit, 
which must be obtained and approved before you receive a Special Event Permit. 

Please read the Special Events Manual and follow each requirement that your 
event falls under. 

Special Event Applications Required for Temporary Street Closures, NO FOOD and 
ALCOHOL Involved: 

Appendix A - Fee Schedule 

Appendix B - Special Event Permit Application 

Appendix C-1 - CeM~ca te  of Insurance 

Appendix C-2 - Road Closure Request 

Appendix I - Labour & Equipment Rates 

Appendix K - Site Plan (if required) 

Consent to Release Personal Information for Emergency Purposes 

Permit Fees - No fees at  this time 

Payment - No fees at this time 



Appendix A 

COMMUNITY SERVICES 



Rental Fee: 
Ball Diamonds - Tournament Fee (3 diamonds 

used for the  tournaments) 
Rentals-gameldiamond andlor pitch-day 
Rentals-gameldiamond andlor pitch-night 
Community Centre - Obtain Rates from Centre 

Parks: 
Rental - large events per day 
Sections Only - per day 
Bridgeview Park - Covered Bridge, Pavilions 

Other Related Fee's 
P.A. System* 

Snow Fence* 
Support Staff-Municipal-See Attached Fee 
Schedule 

*N/C, Included in the rental fee - permission needed 

**Decided by Council 
. - 

a) Be brought in front of Council for rates 
b) Groups in question to be referred to 

***To be decided by Director of Community Services 
based on size and type of event. 

$125.00lday 
$20.00 
$27.00 
variable 

$355.00 
$35.00 

$55.00leach 

NIC* 
NIC* 

variable 



APPENDIX B 
COMMUNITY SERVICES 

41 1 Greenfield StreetaP.O.Box 1270aPetroliaaOntario.NON 1 RO Tele~hone:(519) 882-2350 Fax:I519) 882-3373 

I SPECIAL EVENTS PERMIT APPLICATION I 
Applicants Name: Signature: 
Designated Person in 
Charge at Event: Signature: 
2nd Designated Person in 
Charge at Event: Signature: 
Organization: 
Mailing Address: Postal Code 
Telephone Number: (Day Night) 
Fax Number: E-mail Address: 

Event Name: 

Event Description: 

Operating 
Hours 

Estimated daily 
Attendance 

Location Requested: 
Event Included: Fire- Street Closure (see below)- Electrical- 

Sound Amplification- RaffleIDraw Alcohol Vendors 

Expected no. of people in licensed area Fireworks- 

Type of Event: 
Parade- Cycling Event Walkathon- Run- Special EventlFestival- 
Other(Specify) 
Function to Commence: 

Location Date Time 
Function to Terminate: 

Location Date Time 

Street Closure: Yes No 

I History of Event: Number of years event held First Time Event 
Please list any incidents that have occurred during this event and the action taken. 
(Please write on a separate paper if needed) 

Must attach the following: 
1. A detailed map or site plan clearly and accurately identifying location of tent structures 

I and/or beer gardens, any enclosed fenced area, and areas used for cooking facilities. 
2. Applicants must supply event insurance: $2million in General Liability Insurance, naming the 

Town of Petrolia as additional insured. (See the manual for the details.) 
EVENT AGREEMENT 
I have read the terms and conditions as outlined and fully disclosed all details and components of the 

I proposed event,and agree to the term as outlined. I will abide by the "Conditions and Regulations" 
contained in the Special Events Manual and the applicable policies, procedures and responsibilities outlined. I 

llam aware that failure to comply as outlined could lead to cancellation of this permit at anytime. I 
J(upon approval of this application, this document constitutes a Special Events Permit.) 

I NAME: 

SIGNATURE: 
(Please Print) 

DATE: I 
















