GUIDELINES FOR LARGE EVENTS

Failure to comply with the following requirements may result in the cancellation of an event.

Liability insurance may be required for special events or large size gatherings. The amount of
coverage required will be determined by a representative of the Town of Charlestown. All
individuals or groups required to provide insurance must submit a current copy of insurance

certificates to the Parks & Recreation Department at least 14 days prior to the event
date.

All necessary licenses and permits required must be obtained at least 14 days prior to the
event. It is the responsibility of the event organizer to obtain all local, state and federal

licenses as required.

Approved by Parks & Recreation Commission October 27, 2015



LARGE EVENT APPLICATION FORM
Charlestown Parks & Recreation Department
4540 South County Trail
Charlestown, Rhode Island 02813
(401) 364-1222 Fax (401) 364-1238
recreation@charlestownri.org

Event Name:

Group/Organization/Business Sponsoring Event;

Contact Name: Title:
Telephone: (H) (W) (Cell)
Email: Web Site;

Group/Organization/Business Address:

Social Media Accounts:

Organization Tax ID number (FEID):

Organization Type (Please select One):
For Profit Charitable Non-Profit Non-Profit  Public School Other

Is the organization tax-exempt under Section 501(c)(3) of Internal Revenue Code? YES NO
*** If yes, please attach proof of 501(c)(3) status (determination letter) to the application.

Please Describe Event to be Held:

3 All races (cycling, runs, walks etc.) are required to have a Certified AED/CPR/First Aide professional in attendance at the
event.

Special Event Date(s) Requested (Dates event open to the public):
First Choice: Time Requested From: to

Second Choice: Time Requested From: to

Park Usage Date(s) Requested (Please include set up and breakdown period):

First Choice: Time Requested From: fo
Second Choice: Time Requested From: to
Will entrance or parking fees be collected? 0 Yes O No

If yes, entrance fee amount If yes, parking fee amount




LARGE EVENT APPLICATION

Area(s) Requested (Please be sure to indicate all areas which will be used during event. Cost is
calculated by multiplying the cost of the number of participants to the number of requested
rentals. Example, 38 people with 2 requested rentals or $25 X 2 = $50):

O Skating Rink
0 Dog Park

0O Kimball Pavilion (3 Large
Grills, Accommodate 100
People)

(J Beach Pavilion AKA Little
Nini Pavilion (located
adjacent to Little Nini Pond, 4
Grills and Accommodate 40
People)

O New Pavilion (located
behind the Playground)

0 WestFest Field
0 Soccer Fields

Other (Please explain and describe):

O Tower (located next to
Criterium Bicycle Course)

O Bike Track (Criterium
Bicycle Course)

O Camping Area (field
located adjacent to soccer
fields)

O3 Disc Golf Course

O Playground Area

O Festival Area
(multipurpose field adjacent
to Little Nini Pond)

O “Overflow” Festival Area
(field located adjacent to
playground area)

O3 “Overflow” Festival Area Il
(field located south of road
adjacent to playground area
and next to the Frosty Drew
Nature Center)

O Tennis Court(s)
O Town Beach

(J Blue Shutters
O Wicklund Field
O Puchalski Field
O Powaget Park

Number of Areas
Requested

Total (Multiply Number of
Areas by Participant Cost)

0-50 Participants | $25
51-100 Participants | $50
101-250 Participants | $100
251-500 Participants | $200

Number of Participants Expected: (volunteers/staff) (public)

Will the event be reoccurring? O Yes 0 No

If yes, what are the dates for the event?

Are you seeking to make any physical changes to the facility? O Yes O No

If yes, please describe:

Will the event require electricity? O Yes 0 No
If yes, please describe how the event will utilize existing power supplies?

LARGE EVENT APPLICATION
REVISED SEPTEMBER 2015



LARGE EVENT APPLICATION

Will the event utilize portable generators? (J Yes O No
Will the event utilize portable lighting? [ Yes O No
Will the event require on-site water? O Yes O No

If yes, please describe:

Will the event require overnight camping? 0 Yes O No
If yes, how many public campers?

If yes, how many volunteer campers?

If yes, how many staff campers?

Total numbers of campers =

Will the event have carnival type activities? O Yes O No

Will the event have carnival rides? O Yes 0 No

If the event will involve carnival rides, please list the following information.
Company Name;

Address:

Phone: Certificate #:

Email: Web site:

Do you intend to have fireworks or pyrotechnics at the event? O Yes 0O No

If the event will involve fireworks or pyrotechnics, please list the following information.
Name of certified pyrotechnic company:

Address:
Phone: Certificate #:
Will you be seeking permission to serve alcohol at the event? OYes ONo

If yes, please indicate the agency or organization that will be applying for liquor license to serve at the
event?

Federal |.D. #
Email:
Will the event require the use of port-a-johns? 3 Yes  No
LARGE EVENT APPLICATION
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LARGE EVENT APPLICATION
If yes, how many and what company will be contracted for the service?

Will you be providing portable shower services for campers? 0 Yes O No
If yes, please provide the following:
Name of pumping contractor providing the service for the removal of grey water from shower service:

Contact Information of company providing grey water removal service:

0O Please attach a copy of the pumping schedule

Does the pumping service provide for emergency service? O Yes O No

Will there be private event security? O Yes O No
If yes, please indicate who and how many?

Will the event require lifeguards? O Yes 3 No
(Please note- additional fees may be imposed for lifeguard coverage)
If yes, what days and times will lifeguard coverage be required?

Will fencing be required for the event? [ Yes 0 No
If yes, where is the fencing required and what parts of the park will be fenced, please describe:

What sections of the park (if the event takes place in Ninigret Park) will be available for open use to
the public during the event?

How long will it take to set up and break down equipment, tents, fencing, staging, etc. used for the
event?

Will trucks and equipment be stored, parked overnight in the park? [J Yes 0 No
If yes, please explain where trucks and equipment be stored:

LARGE EVENT APPLICATION
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LARGE EVENT APPLICATION

O Please develop and include a copy of a traffic safety plan and supporting documents.
O Will the event require or utilize local security forces including:

Q Police Officers

Q Fire Personnel

QO Emergency Medical Personnel

Please help support Ninigret Park and its continuing transformation by including a tax deductible donation with this
application. Ninigret Park offers a wide variety of recreational activities and events for all ages. Donations received
support the continued growth and maintenance of the park and its facilities.

0 Please make a tax deductible contribution to Friends of Ninigret Park? Amount:
00 I have received a copy of the Friends of Ninigret Park Brochure
0 Please check to receive the Friends of Ninigret eNewsletter

O Friends of Ninigret may have a presence (Examples: table with brochures and information, or a representative from
Friends of Ninigret passing out flyers) at my event.

Email Address(s):

*Make checks payable to Town of Charlestown, indicate in the memo line “Friends of Ninigret Park”

Applicant’s Signature Date

*The event organizer agrees to notify the Parks & Recreation Department of a cancelled event as soon
as possible.

Event promoters are required to have the following permits that pertain to the proposed event:
0 State Permit to Operate a Show
O Special Event Permit from the Town of Charlestown Town Clerk’s Office

To obtain a Special Event Permit from the Town Clerk’s Office (401-364-1200) the following items
must be completed:

O Completed application
3 List of all vendors with ID numbers

O List of all food vendors with ID numbers and approval from the State Health Department (If
Applicable)

O Copy of Show Permit from the State
O Copy of Permit to Make Sales at Retail from the state (If Applicable)

8 Copy of compliance /approvals from the State/Town for amusement rides, inspected by the
Electrical Inspector

O Application for beverage license must be applied for (does not have to have been obtained) at
least 2 months prior to the event by whomever will serve the beverages.

O Copy of certification of individuals certified by a state certified agency (i.e. S.T.0.P.)
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LARGE EVENT APPLICATION

O A copy of the insurance policy naming the Town as additional insured pursuant to Town policy,
adopted by the Town Council 12-15-05:

Q General liability

Q Liquor liability (If Applicable)

Q Insurance for pyrotechnics/fireworks (If Applicable)
Q Insurance for rides (If Applicable)

Event promoters are required to meet with the following officials:
O Charlestown Police Chief — 401.213.6903

0O State Fire Marshal — 401.462.4600

O Charlestown Ambulance Core Director — 401.364.0885

O Charlestown Building/Zoning Official (If Applicable) - 401.364.1215
O Charlestown Electrical Inspector (If Applicable) — 401.364.1215
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