Special Events Permitting Process Summary

1. At least 90 days prior to the event an application must be submitted.  A non refundable fee or $100 per day and $50 for each additional day (not to exceed $200) will be due at time of application.  The following information must be provided with the application:
1) Time and place of event.

2) Estimated number of attendees.

3) Event description.

4) Compliance with City of Jacksonville Risk Management Division for insurance and indemnification.

5) Compliance with Jacksonville Sheriff Office (JSO) services for security, crowd and traffic control.

6) Compliance with Jacksonville Fire and Rescue Department (JFRD) personnel for EMS coverage.

7) Compliance with sanitation and sewage disposal facilities.

8) Compliance with City of Jacksonville plumbing and electrical code requirements.

9) Compliance with lighting standards as prescribed for streets and public property. (Only if the event will be held during hours of darkness).

Within 10 days of submission of the above items and information required, the application shall be conditionally approved.  If applicant fails to provide those items within that time frame, false information is provided, or if the date and time of the event substantially interferes with any other permitted event, or will have an immitigable adverse impact upon residential or business access and traffic circulation in the event area the application will be denied.  (In case of denial, a written response with reasons for the denial will be provided within 5 business days).
2. Within 10 days after conditional approval of the event provide: 
a. An agreement assuming full responsibility and liability for expenses incurred by the City (i.e. police protection, emergency medical services, clean up, sanitation, maintenance costs and expenses).
b. Proof of insurance as required in 191.106 from an insurer holding a current certification of authority and approved by the City’s Division of Insurance and Risk Management, stating that no material alteration or cancellation, including expiration and non-renewal to insurance shall be made effective until 15 days after receipt of written notice by the City (see table below).
	Schedule
	Limits

	Commercial General Liability (including property damage,$2,000,000 General Aggregate      products/comp. ops. agg., premises, operations and blanket contractual liability, and naming the City of Jacksonville as an additional insured).



	$1,000,000 Each Occurrence
$2,000,000 General Aggregate      

	Automobile Liability (all automobiles-owned, hired or non-owned - If motor vehicles are used).

	$500,000 Combined Single Limit

	Workers Compensation

Employer’s Liability
 (including, where applicable, coverage complying with 33 USC §§   901-952, and 46 USC §§ 688 et seq.)  Or proof of exemption as allowed under Florida Statute 4.40.
	Florida Statutory Coverage

$100,000 Each Accident


$500,000 Disease Policy Limit
$100,000 Each Employee/Disease



	Liquor Liability (if alcohol is served).
	$1,000,000 Combined Single Limit


	Professional Liability
(Errors and Omissions - if services or activities of a professional nature are provided – If professional services are included).

	$1,000,000 Each Occurrence/Claim



	Aircraft Liability (Bodily Injury & Property Damage including passengers - in the event that aircraft are used for any activity associated with the event).


	$1,000,000 Combined Single Limit


	Watercraft Liability (In the event that watercraft are used for any activity associated with the event).


	$1,000,000 Combined Single Limit



	Sexual Molestation Liability (In the event that child care services are provided in connection with the event).

	$1,000,000 Each Occurrence/Claim


* Please note that if heavy equipment or fireworks will be used for the event, proof of insurance must clearly demonstrate that it has no limitation to the use of such equipment or display and theme.
* Applicant may be authorized or required to provide 50% greater or 50% lesser amount of insurance if the event is of a demonstrated high or low risk factor.
c. A cashier’s check, certified check, or money order in the amount of 100% of the total cost for city personnel, materials, and services required. In the occurrence your event gets canceled, please give the Office of Special Events 48 hour notice prior to the original date of your event, for a 100% refund for the services provided from the Jacksonville Sheriffs Office (JSO), Jacksonville Fire Rescue Department (JFRD), and Park Maintenance. If failure to give 48 hour notice that your event has been canceled JSO and Park Maintenance have a 4 hour minimum and JFRD have a 3 hour minimum that you will be charged.
d. Confirmation of all persons or groups who will perform at the event or who will provide or furnish products, materials, goods or services other than entertainment or that will provide rides, mechanical entertainment or amusement devices (mechanical amusement devices shall comply with the requirements of Chapter 160, Ordinance Code).  
e. Copies of executed contracts between the applicant and performing individuals or groups (the Office Special Events can allow for an extension of no later than 30 days prior to the event for contract submissions).  Pricing information and pricing provisions may be redacted.
RULES
1) It is unlawful and a class D offense to conduct, stage, or promote a special event without a permit or make a false statement on the application.
2) Applicant cannot advertise that a particular performer will appear at a special event until a contract for the performer’s appearance has been executed and a copy of the contract is provided to the Special Events office.  Pricing information and pricing provisions may be redacted.
3) No alcohol will be permitted on premises of the event unless disclosed at the time of application and insurance is provided accordingly (all applicable requirements of state beverage laws must be met).
4) No glass containers will be permitted on premises.
5) Attendance estimates must be accompanied by a written statement of the bases for the estimate (past attendance of similar functions with similar performers both in Jacksonville and compatible communities, price of admission, and extent of advertising and promotion).
6) JSO shall be the primary provider of personal safety and property security.
7) JFRD shall be the provider of fire and EMS protection, including transportation.  If JFRD is not able to provide EMS services for the event, such services may be provided by properly licensed and certified private sector entities if previously approved by the JFRD Fire Chief.
8) For events with more than 50,000 attendees, a written coordinated public safety plan will be provided by the Chief of Special Events.
9) Portable toilets shall be provided to supplement the available facilities at any given venue.  There should be at least one portolet for each 500 persons in attendance.
10) Based on attendance, specific numbers of JSO and JFRD personnel will be required to work during the event.  Personnel will be paid their regular prevailing hourly rates. (see charts on pages 18, 19 and 20 of the attached ordinance).  If outdoor vehicular or pedestrian traffic regulation or control is needed, an additional 1-10 JSO personnel may be required per intersection.  More or less public safety and EMS personnel may be required based on risk factors (low risk events may be allowed up to 50% less personnel and high risk events may require up to 50% more personnel).
