GUIDELINES 

SHORT-TERM USE OF PUBLIC SPACES 

FOR SPECIAL EVENTS

GENERAL: 

1. The City of Carmel-by-the-Sea provides for the short-term use of municipal facilities and public property by groups and individuals.  Facilities and public properties will be made available at no fee if the event is sponsored or cosponsored by the City.  Co-sponsorship with community groups shall be determined on a case-by-case basis by the City Council. Activities may be conducted in or on public property subject to the permit process and criteria established herein.  

EVENTS REQUIRING PERMITS 

Conditions that require a formal permit for use of public property in the City of Carmel-by-the-Sea include any of the following: 

1. A request for the private use of any portion of any City property to the exclusion of the general public; or 

2. Any request that involves the erection of any structure, (e.g. stage, tents or canopies exceeding 100 square feet total); or 

3. Any request that involves special outside or City support, (e.g. traffic control, traffic cones, barricades, signage, extra trash pick up); or 

4. Any request that involves a gathering or assemblage of more than 100 people; or 

5. Any request that involves special outside or City staff support; or

6. Any request for exemption from current City codes, rules, regulations, restrictions, and policies governing activities on City property. 

Any group or individual may submit a written request to the City to hold a special event using public property.  Requests must be submitted in writing to the City at least ninety days in advance of the event and first be evaluated by the Community Services Director in conjunction with a designated representative of the Carmel Police Department(CPD). If deemed necessary after review, the Community Services Director may ask for additional information such as a parking plan or garbage/recycling plan.  The application will then be submitted to a designated representative of the following departments for comments: Planning and Building, Carmel Fire Department(CFD), CPD, Public Works, Forest and Beach, as well as the City Administrator.  All Special Event Permits will be posted on the Council Read Board for review at the same time the permits are submitted to staff.   New Events will be reviewed by the Community Activities & Cultural Commission for recommendation to the City Administrator or the City Council when council authorization is necessary. The City Administrator has final approval on all permits not requiring council authorization. The decision of the City Administrator is appealable to the City Council.  The application may be approved, denied, or approved with conditions. 

Council approval would be required for the following requests: 

1. Co-sponsorship

2. Private use of any portion of any City property to the exclusion of the general public

3. Waiver of fees/insurance

4. Street Closures-other than temporary closures for parades lasting 20 minutes or less

5. Tents/Canopies larger than 100 square feet

6. Any request for exemption from current City codes, rules, regulations, restrictions, and policies governing activities on City property.

If the proposed use is deemed, by staff, to potentially impact a certain segment of the community or the general public’s well being, the Community Activities & Cultural Commission shall provide public notice and an opportunity for comment prior to making its recommendation. For annual or continuing events (e.g. Surfabout) the permit would be renewable.  Following each event, staff will evaluate the activity and determine if permit conditions should be amended before the next renewal. 

For events subject to special City permits (e.g., use permits) or subject to environmental review, the staff committee would make its recommendations to the appropriate City decision-making body.  All environmental reviews would be forwarded to the Planning Commission. 
PERMIT CONSIDERATION REVIEW GUIDELINES: 

In reviewing permits, the following issues will be considered (additional issues may be considered when raised by the particular application): 

· “staging” requirements (space, special equipment, etc.) 

· parking impacts

· street closures/traffic impacts 

· noise

· lights

· vehicles (trucks/number of vehicles)

· season of year/time of day/duration of activity 

· economic benefit to community

· open to the public with charge/no charge

· conflicts with other events 

· advertising and signage 

· sale of merchandise

In reviewing permits, the City shall neither discriminate nor infringe on rights related to free speech, protected classes or other Constitutional issues.  If such issues arise, the City Attorney would be consulted.  The City may determine that public notice to the surrounding neighborhood is required prior to reaching a decision.  In such cases, the applicant shall be responsible for distributing such notice. 

The Community Services Director will maintain a calendar to schedule events.  This is intended to avoid overlapping requests for a scarce resource.  The following ranked priority list shall be used as a guide by the Community Services Director in resolving conflicts among competing interests, it should also be used to define the suitability of a requested event: 

1. City-sponsored or cosponsored events 

2. Permit renewals for annual events 

3. City Council, Commission, or department activities 

4. Events to raise funds for City programs 

5. New-events – nonprofit organizations or for the benefit of a nonprofit organization 

6. New events – for profit organizations 

If two or more events are proposed within the same priority at the same time and place, the Commission shall use the following criteria for making a recommendation on which event to approve: 

· Local organization vs. regional or outside organization 

· Impacts of the event on the community 

· Date of application 

· Ease of rescheduling to another time or place

MERCHANDISE AND ALCOHOLIC BEVERAGES: 

There is no distinction between “direct sales” and “sale by donation”.  Table I hereof shall be used as a guide to determine where such sales would be appropriate.  In all cases where alcohol is sold or distributed, the operator must have all of the appropriate licenses, permits and insurance coverage. 

Authorization to sell merchandise or food/beverages at locations outside the commercial district and outside a fixed place of business are usually prohibited by the Zoning Code, the Business License Code or the General Plan.  Granting a permit under this Policy must therefore be limited to special events that are of limited duration, within a defined space and consistent with Table I. 

COST RECOVERY: 

The City shall not bear financial burdens created by private, short-term use of public spaces unless there is a direct connection to the City through Council Authorized Co-sponsorship or fund-raising.  Through permit review, staff will estimate direct costs (labor, equipment and material) for Police, Fire, Forest and Beach, Recreation, Public Works and Administration.  Permit applicants will be billed for actual staff hours, equipment, and associated costs.

Exceptions:  Cost recovery will not be required for City-sponsored events (e.g., Halloween Parade, Summer Concert Series, Holiday Tree-Lighting).  Cost recovery can be provided for fund-raising events.  This will be reviewed on a case by case basis and only approved by the City Council. 

INSURANCE REQUIREMENTS 

The City of Carmel-by-the-Sea will provide insurance liability coverage for City Events or Co-Sponsored Events. 

Any group requiring a Special Event Permit or using a municipal facility shall maintain proof of insurance liability coverage, which will include an additional insured endorsement page for one million dollars ($1,000,000) and shall name the City, its public officials, officers, agents and the City’s employees as additional insureds on the insurance policy certificate and additional insured endorsement page.  In no event will the City’s Co-Sponsorship include an event at which alcoholic beverages are to be served, unless such events have been sanctioned by the City Council.

TABLE I

SALES OF MERCHANDISE, FOOD AND ALCOHOLIC BEVERAGES IN PUBLIC PLACES AND/OR MUNICIPAL BUILDINGS

Municipal

Location 
Merchandise      
Food      
Alcohol *

===============================================================
Carmel Beach
No
No
No

Del Mar Parking Lot
No
No
No

Parks:


Improved (P‑2)
Yes
Yes
No


(Forest Hill Park, Devendorf


and Piccadilly)


Natural (P-1)
No
No
No


(Mission Trail Nature


Preserve and Carmel Beach) 

City Facilities:


Scout House
No
Yes 
Yes


Forest Theater
No
Yes
Yes


Vista Lobos
No
Yes
Yes

City Facilities:


Indoor
Yes
Yes
Yes


Outdoor 
Yes
Yes
No

Commercial Streets
Yes
Yes
No

and Parking Lots

Residential Streets
No
No
No

 and Parking Lots

*  Alcohol:      Permittee must have a license for sales and distribution.
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CITY OF CARMEL-BY-THE-SEA         

COMMUNITY SERVICES 

PO BOX CC

CARMEL-BY-THE-SEA, CALIFORNIA 93921

Phone:  831. 620.2020                  Fax:  831.624.2132

Email: cmiller@ci.carmel.ca.us
Please make sure you include the following information in your request for a Special Event Permit:

· Name of the organization and/or person, requesting the permit.  Include the mailing address, email address phone number and cell phone for contact.

· For Profit/Non Profit

· Name of the individual who will be the responsible person the day of the event, if different than above include contact information.

· The specific location of event

· The title of the event

· The date and time




· Estimated Attendance 

· General Outline of Event please include need for parking stalls/street closures

·  How do you perceive your event benefiting the community (eg: is there an economic benefit, cultural benefit). 

·  Will the event be free to the general public? 

·  What are your staging requirements?
When meeting with staff please be prepared to discuss the following issues: 

· Traffic Plan

· Parking Plan

· Waste Management Plan
Basic City Requirements for a Special Event:

· The City requires a One Million Dollar Certificate of Liability, which includes an Additional Insured Endorsement Page

· The Event Organizer will be required to pay for any costs incurred by the City for your event, (eg: city staff, parking spaces).
· The Event Organizer will be required to notify those impacted by the event, scope of notification would be determined by either staff/Commission/Council
Process: 

· Submit Proposal

· Meet with Staff

· Presentation to Community Activities & Cultural Commission

· If required, presentation to City Council
CITY OF CARMEL-BY-THE-SEA 

COMMUNITY SERVICES 

PO BOX CC

CARMEL-BY-THE-SEA, CALIFORNIA 93921

Phone:  831. 620.2020                  Fax:  831.624.2132

Email: cmiller@ci.carmel.ca.us
SPECIAL EVENT PERMIT

TYPE OF EVENT
(  Race    (  Parade   (  Festival    (  Film Permit    ( Fundraiser   (  Other:

EVENT TITLE:










DATE OF REQUEST:  

DATE/TIME OF EVENT:  
    SET-UP TIME: 

    TEARDOWN TIME:
SPONSOR/ORGANIZER:











CONTACT PERSON: 

TELEPHONE/CELL PHONE/FAX:


EMAIL:

ADDRESS:  

DAY OF EVENT CONTACT PERSON:  

DAY OF EVENTCELL PHONE:

EVENT LOCATION:







ESTIMATED ATTENDANCE: 

ADMISSION:    ___Free   ___Pre-sold Ticket   ___Other (please specify)

___FOR-PROFIT ORGANIZATION  (Please make note if there is a charity component to your event and who would benefit).

___NOT-for-PROFIT ORGANIZATION 

ID Number_________________________  

SPONSOR EQUIPMENT:  (Please list in detail all equipment utilized for the event. Ex: Tents, tables, chairs, sound system, vehicles)

Special Event Permit
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STREET CLOSURES / PARKING STALLS (cost is TBD): 

Parking Stalls (signs posted 48hrs in advance):
Street Closures(requires council action): 

CITY PERSONNEL / EQUIPMENT: A two (2) hour minimum is used in order to place equipment at their locations prior to the event, brief city personnel and handle any delays or changes in the original plan once the event starts.  Total Cost for this event TBD.

I.

Police Personnel / Equipment
· Equipment

·    Personnel
II.
Public Works Personnel / Equipment 
· Equipment

·    Personnel
III.

Building Services Personnel / Equipment 
· Equipment

·    Personnel
CONDITIONS OF APPROVAL:  Approval contingent upon submittal of appropriate insurance coverage and payment of fees stipulated by the City of Carmel-by-the-Sea (Policy C89-45, C89-47, C95-06).

1. Business License Required:  Any event requiring the support of a professional or service business must insure that each business obtain a City Business License.

· Yes   
· No

2. Insurance Policy:
· Required as stated

· Co-sponsored by City Council (support groups only)

· Other conditions as required:

Special Event Permit
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3. Fees:
· Required as stated:  
· None required

· Co-sponsored by City Council 

   4. Other conditions as required:

·   Prior notification of event to affected area 

·   Traffic Plan
·   Parking Plan
· Disability Access/Designated Parking
· Waste Management Plan
· Chemical Toilets
· Garbage/Recycling 
GENERAL COMMENTS:  (please describe event in detail)

NOTIFICATIONS:                                         
DATE ADVISED/REVISED        

CHIEF OF POLICE:


 
               







CARMEL FIRE DEPARTMENT:     
   





 

DEPARTMENT OF PUBLIC WORKS:





 

FOREST AND BEACH:        
           

  




 

PLANNING AND BUILDING:








 

RISK MANAGER:













 

CITY COUNCIL READ BOARD:      

OUTSIDE AGENCIES:


MST


WASTE MANAGEMENT

APPROVED BY:                                               DATE:

City Administrator



Draft





DRAFT











DRAFT





DRAFT








