
 

Community Event Packet 
 
 

Event Name:            
 

Event Date(s):           
 
 
 
 
Email completed packets to  
recreation@pickerington.net 
or drop off to City Hall. 
 
City of Pickerington 
100 Lockville Road 
Pickerington, Ohio 43147 
(614) 837-3974 (phone) 
Monday-Friday; 8:00am-5:00pm 
Available online at www.pickerington.net 
 
 
 
 
 
Updated:  1/24/2024 

 

  

Office Use Only 

Submission Date:        

Reviewed by:         

Request for Meeting Sent Date:      

Meeting Date:         

Calendar Invitation Sent:       

City Manager Conditional Approval Date:     

Permit Issued Date:        

 

Attachments Check List 

Refer to the Community Event Permit 

Application sections as to whether or not 

you must submit the following.  Attach 

copies when applicable with application. 

      

Office Use Only – Submitted Items 

□  Certificate of Liability Insurance 

□  Community Event Permit Application 

□  Non-Profit Tax Exempt Form 

□  Detailed Site Plan/Map 

□  Resident/Business Notification Letter 

□  Event Safety Plan 

□  Request for Special Duty Officer(s) 

□  Street Closure Request Form 

□  Community Activity Signs Form 

□  Letter from Owner (water or electric) 

□  Full and Final Release of Liability 

(event and electric) 

□  Building Permits (tents, stage, etc.) 

□  Inflatable Request for Inspection Form 

□  Fireworks Permit 

□  Copies of Food Vendor Licenses 

□  Facility Reservation Form 

□  PLSD Facility Approval Letter 

mailto:recreation@pickerington.net
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Community Events Guidebook 
 

Application and Process 
Every individual or organization who intends to hold a Community Event within the City of Pickerington, must 

submit an Application to the Parks and Recreation Department at least 60 days prior to the scheduled event, 

unless exempt by law.  After the receipt of the Application, an Event Committee meeting may be scheduled.  

Attendance at the Event Committee meeting is mandatory and must include a person who will be responsible on-

site for setup and event operations. 

 

A Community Event is defined as any festival, concert, parade, run/walk, public performance or announced public 

gathering held on a public street, right-of-way or public property whether or not admission is charged.  Events in 

which the public are invited on private property which may affect public safety, health or welfare by the impact on 

surrounding public or private property or which may involve an improper use of the property under other City 

ordinances, such as zoning restrictions, may be deemed a community event for the purpose of this ordinance. 

 

Criteria of Issuance of an Event Permit 

• The Permit Application must contain no false or misleading information. 

• The event is produced by a not-for-profit organization or primarily for the benefit of a not-for-profit 

organization. 

• The Permit Application must be completed and returned to the Parks and Recreation Department within 

the required time frame and no waiver from this requirement will be granted. 

 

Criteria for denial of a Community Event Permit 

• The conduct of the event will substantially interrupt the safe and orderly movement of other traffic 

contiguous to its route. 

• The conduct of the event or the number of events scheduled during the time period will require the 

diversion of so great a number of other City employees, such as Police, Parks or Service staff, that 

adequate staff would not be available to complete City assignments. 

• The concentration of persons, equipment, vehicles or animals at the event or assembly sites will 

substantially interfere with adequate fire and police protection of, or emergency medical service to, areas 

near such sites. 

• The conduct of the event may result in violence to persons or property, causing serious harm to the 

public. 

• The event is to be held for the primary purpose of advertising a product, goods, or service. 

• The event site or route will cause too great a disturbance to surrounding residents and businesses, or has 

been used frequently. 

• The date or location of the event is in direct conflict with an existing event. 

• Any proposed use of public property, right-of-way, or facilities will unreasonably interfere with normal 

use of the property, right-of-way, or facility by the City or the general public. 

• Past events held by applicant cause concern about the likelihood the events would not follow City of 

Pickerington policy and regulations. 

• The event will not have a positive benefit or impact on the Pickerington community. 

 

Permits 

• The City Manager or designee may grant a permit, grant a permit with conditions, or deny a permit within 

10 business days of the meeting or receipt of initial application if a meeting is not required. 
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• Permits will be issued within 10 business days of the Parks and Recreation Departments receipt of proof 

that all conditions have been met. 

• In some cases a conditional permit may be granted if all materials have not yet been received. 

 

Revocation of permit 

• A Community Event Permit may be revoked before or during an event at the discretion of the City 

Manager or designee, onsite when the health or safety of the public is threatened by an emergency, 

disorder or other unforeseen condition that has arisen. 

• If a Community Event Permit is revoked, the event must be cancelled and activities must be terminated 

immediately. 

• No refunds of fees paid prior to event will be refunded.  Individual or organization will be responsible for 

paying fees on any services incurred. 

 

Appeal Process 

All appeals must be presented in writing to the City Manager and they will respond within 10 business days. 

 

Enforcement of other laws 

• Nothing contained in this document shall prohibit the authority of any law enforcement officer to arrest a 

person engaged in any act or activity granted under this policy, if the conduct of such person violates the 

laws of the state, provision of this Code, ordinances of the City, unreasonably obstructs to public streets 

and sidewalks of the City, or if such person engages in acts that cause or would tend to cause a breach of 

the peace. 

• The granting of any Community Event Permit required by this policy shall not eliminate the requirements 

for any business license or any other permits which may be prescribed by any other federal, state or local 

statutes, ordinances, rules or regulations; or compliance with any other applicable federal, state or local 

statues ordinances, rules or regulations. 

 

Resources and Fees 
If the Event organizer requests City services and/or equipment, or if the Events Committee has determined that 

City services are necessary to hold a safe and successful event within the City of Pickerington, the event organizer 

will be invoiced for those services at the conclusion of the event. 

 

City Fees and Billing 

City Council reviews all fees on a yearly basis.  If requested, a nonbinding estimate of the cost of City services and 

equipment will be provided to the event organizer after the initial meeting with the Events Committee. 

 

After the event, the City of Pickerington will send the event organizer an invoice(s) outlining the cost of the 

services provided by the City.  The final amount due could be affected by weather, changes made by the event 

organizer, crowd size and other factors. 

 

Payment is due upon receipt.  In some cases, a deposit may be required.  The following fees for 

applications/permits have been set. 

 

Parks and Facilities Reservations 

Event organizers may secure park shelters, fields, and other various spaces by submitting a Facility Reservation 

form to the Parks and Recreation Department.  For more information visit www.pickerington.net.  Please reserve 

space for your event as early as possible.  Permit holders not returning the facility in the same condition as it was 



5 
 

secured before their event shall be billed for clean up or repair services as recommended by City staff, plus any 

additional costs for repairs.  The fees to reserve a facility are as follows: 

 

Fees:  $40/time slot – City Resident/Non-Profit, $80/time slot – Non-Resident 

Time Slots:  9:00am-1:00pm, 1:00pm-5:00pm or 5:00pm-9:00pm 

 

City Equipment 

A Community Event may require equipment that may or may not be available from the City.  Street closure, detour 

and no parking signs, barricades and cones may be provided by the Service Department for a fee.  The fee will be 

determined by the time required for delivery, setup and pickup.  A minimum of 2 hours may be charged for each 

staff member required for services. 

 

Pickerington Police Department Services 

Police may provide security services, road closures, traffic direction, etc.  Event organizers will normally be charged 

the following special duty rates for Police Officer services: 

• $75/hour for all officers, with a minimum of 2 hours billed per officer.   

• In the event that not enough officers sign up to voluntarily work an event, the event requires that officers 

be ordered to work, the City of Pickerington is contractually required to pay all officers the City’s overtime 

rate for any hours worked.  That rate is currently 1.5 times the hourly rate assigned for all officers, 

including supervisors, with a minimum of 2 hours billed per officer. 

 

If a business or individual that has contracted for a special duty officer wishes to cancel the job, notification must 

be made to the Police Department or to the officer directly at least one hour prior to the scheduled start of the 

job.  If neither the Police Department, nor the officer is called to cancel the job or cancellation has been made less 

than one hour prior to the scheduled start of the job, the business or individual contracting for the special duty 

officer will be billed for 2 hours “show-up” time for all officers scheduled to work. 

 

Parks and Streets Departments Services 

The need for City staff to work events will be determined at the Event Committee meeting.  Some of the services 

that may be required: 

• Streets may provide temporary directional signage for event parking, reserved parking and handicapped 

parking 

• Streets may assist Police in road closures and detours and may provide barricades or other traffic devices 

to control closures 

• Parks may remove excess litter not removed by event 

• Parks may staff the parks to service restrooms if deemed necessary 

 

Regulations 
Insurance, Indemnity and Permission 

Event organizers will be responsible for any and all damages caused by or related to the event.  If the event is held 

on any property not owned by the City of Pickerington or the sponsoring organization, the organization must 

submit proof of permission for use of property. 

 

The sponsoring organization, permit holder or host establishment shall be required to obtain a Certificate of 

Liability Insurance for bodily injury and property damage arising from the event.  The City of Pickerington requires 

$1,000,000.00 of commercial general liability and $2,000,000.00 of general aggregate limit.  This will be at the 

discretion of the City of Pickerington Risk Manager.  The City, in its sole discretion, may waive the insurance 

requirement.  It may also be waived when it is necessary to comply with any federal, state or local law, stature, 
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regulation or constitutional provision.  City of Pickerington must be named as additionally insured on the 

Certificate of Liability Insurance. 

 

The Hold Harmless-Indemnification Agreement in the initial application must be signed by an authorized 

representative of the sponsoring organization. 

 

First Aid and Emergency Services 

The Violet Township Fire Department will identify general first aid and emergency services issues to consider at the 

community event and, at their sole discretion, will determine the amount of service required for safe operation of 

the event.  Violet Township Fire Department may provide on-site first aid services for a fee determined by the 

Township.  The event organizer is responsible for making arrangements with the Fire Department for first aid and 

emergency services to be provided on-site. 

 

Security and Safety Services 

The Pickerington Police Department will identify general security issues to consider at any community event and 

will, at their sole discretion, determine the amount of police required for safe operation of the event.  A private 

security company may be hired for events on private or public property, but the plan and suppliers of services 

must be approved by the Police Department.  Sworn law enforcement officers or other approved City staff will be 

required if they will be posted in streets or roadways. 

 

Events should have a plan in case of extreme weather or other threats.  Events are encouraged to share these 

plans with both Police and Fire Departments. 

 

Traffic Control and Road Closures 

Approval for use of City streets, alleys, sidewalks and parking lots for events will be included in the permit process.  

The Event Committee will review:  resident/business impact, detour routes, signage and notification, set up of 

barricades and directional signage, traffic control and safety. 

 

All road closures and lane restrictions must be set up and removed by City of Pickerington staff.  Any event 

personnel working on or near a public roadway are required to wear safety vests or brightly colored apparel. 

• The event organizer is responsible for maintaining a minimum 12-foot wide fire and emergency lane 

through all areas. 

• If roads are to be closed or access to certain residents or businesses is restricted, the event organizer is 

responsible for preparing, printing and distributing a notification letter to all affected residents and 

businesses 14 days prior to event.  Letter and distribution list must be approved by the City Manager prior 

to being delivered. 

 

The Pickerington Police Department will determine the following: 

• A list of the roads to be closed and corresponding intersections and detours; 

• Required placement of volunteers and personnel; and 

• Dates and times of the closure and reopening 

 

Parking 

Event organizers are required to provide a detailed parking plan that will accommodate the number of guests 

expected.  Events using private lots must obtain and provide the City with written permission from the owner of 

the lot.  If a shuttle will be used, application must indicate the route, and pick-up/drop-off points. 

• Approval for vehicles to park or drive on sidewalks, bike paths or City-owned property will be included in 

the permit process. 
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• If parking in an area not striped for parking, event must ensure there is adequate access for safety and fire 

vehicle access. 

• City staff can revoke permission to use any City-owned grass lots if it is determined that the field will be 

damaged due to use and weather conditions. 

• City of Pickerington may require any outside shuttle contractor to provide proof of insurance. 

 

Signage 

The use of signage for events is regulated by the sign ordinance, specifically Chapter 1292.03 of the zoning code.  

Event applications must include location and description of all off-site signage. 

• Events shall be entitled to a maximum of two off-site promotional signs at each of the five approved 

locations. 

• Off-site promotional and directional signs may not exceed 32 square feet. 

• Off-site promotional signs shall not be displayed more than 14 days immediately preceding the event and 

shall be removed no later than 24 hours following conclusion of the event. 

• On-site event signage is to be used ONLY for the duration of the event and during permitted setup and 

tear-down times. 

• Directional signs shall be installed no more than 24 hours immediately preceding the event and shall be 

removed within 24 hours following conclusion of the event. 

• No limit on colors 

• No changeable copy or letters 

 

Restrooms 

The event organizer is responsible for providing adequate restroom capacity including restrooms for people with 

disabilities.  These may include temporary portable restrooms when permanent facilities are not available or 

deemed not adequate by the Event Committee.  The City must approve locations of any temporary restrooms. 

 

Restrooms in City parks and facilities will be cleaned, repaired and maintained by City staff.  Fees will be incurred 

for this service if it is determined that use will cause need for cleaning and repair that is not within the normal 

routine of City operations.   

 

Trash 

Events are responsible for maintaining the facility in a clean and orderly condition both during and after the event.  

Events are required to remove all trash from City property and may be required to rent a dumpster.  The City must 

approve locations of any rental dumpsters.  The cost of any litter clean up beyond normal daily routine will be 

charged to the event. 

 

Events are required to have a plan to handle grey water and grease removal.  No greases or grey water will be 

dumped on City property or into City waterways or storm sewers.  Hazardous materials are prohibited from 

entering the trash for disposal at a sanitary landfill.  It is the responsibility of the event organizer to identify proper 

disposal options and utilize them. 

 

Park Usage 

All event materials must be removed from park facilities within 24 hours of event conclusion, unless otherwise 

agreed upon, to include tents, dumpsters, portable restrooms, etc. 

 

Events must follow all parks rules.  The Event Committee can grant permission to use the parks in ways otherwise 

prohibited by rules.  These must be indicated on application.  Possible permissible activities include: 

• Changing hours of operation from dawn to dusk 
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• Promoting games played for money 

• Selling and/or consuming alcohol 

• Selling services or goods 

• Camping or any temporary lodging or sleeping place 

• Erecting or attaching signs 

• Erecting and/or building structures or digging holes 

• Allowing pets of any kind not caged or leashed 

• Driving in or parking in a park not designated for these activities 

• Parking vehicles in a closed park 

• Playing music of any kind 

 

Events must return the park to the same condition as it was prior to the event operation.  Any excessive clean-up 

costs or repair costs will be billed to the responsible individual or organization.  A post-event evaluation will review 

the following items: 

• All event-related items have been removed including resulting trash and animal waste 

• Tent stake holes have been patched or repaired 

• Surfaces have been cleared of stains 

• Damage to park including but not limited to:  trees, shrubs, flowers, turf, light poles, park furniture, 

sculptures, water feature/fountains, and electrical panels 

 

Noise Violations 

According to the City Ordinance 648.10, sound emanating from permitted community events will receive an 

exception to the ordinance.  The Event Committee can place certain requirements on sound emanating from 

events, including specific times of operation and overall sound level.  Events must indicate on their permit the 

types of noises that will result from their event.  Permission for an event may not be granted if the noise is deemed 

to cause too much inconvenience for surrounding neighbors and/or businesses. 

 

The Pickerington Police Department and/or the City Manager or designee has the ability to cancel activities at any 

time if, at their sole discretion, the sound caused by an event is causing an unreasonable burden on surrounding 

residents or wildlife. 

 

If sound is expected to disrupt local residents or businesses, the event organizer is responsible for preparing, 

printing and distributing a notification letter to all affected residents and businesses at least 2 weeks prior to the 

event.  Letter and distribution list must be approved by the City Manager prior to being delivered. 

 

Tent Requirements 

Tents 400 square feet or larger will not be erected, maintained or used without a permit from the City of 

Pickerington.  Fees will be established by the responsible authority.  Inspection times must be arranged prior to the 

event. 

 

Submittals are requested 6 weeks in advance of the event.  Plans sealed by a design professional are required for 

the City of Pickerington Permit. 

 

Tents may be staked on approved City property, but it is the responsibility of the event organizer to contact Ohio 

Utilities Protection Service (OUPS).  OUPS must be contacted at 800-362-2764 at least 48 hours before tents are 

erected to mark area utilities. 
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Temporary Structure Requirements 

A permit for temporary structures (stages, etc.) must be secured through the City of Pickerington Building 

Department.  The event organizer must submit layout drawings of the event site attached to the Community Event 

Permit Application, or at a minimum of 6 weeks in advance of the event to the Building Department.  Information 

required includes location of structure and modification of any building or structure. 

 

Drawing submittals are required for the City of Pickerington Permit. 

 

Events must contact the Building Department to schedule field inspections at least 48 hours in advance of event 

setup.  Setup must be ready for inspection at a time deemed to be mutually agreeable by the Building Department 

and Violet Township Fire Department officials and event organizer.  After hours and weekend inspections are 

negotiable. 

 

Amusements and Attractions 

City of Pickerington Building Department and Violet Township Fire Department must inspect all haunted houses.  

All inflatables and amusement attractions, such as rides must be inspected, licensed, and follow all rules and 

regulation of the Ohio Department of Agriculture. 

 

Temporary Electrical Requirements 

A permit for temporary electrical service must be secured through the Building Department for generators over 

5,000 watts.  All outdoor extension cords must be 3-prong UL listed extension cords. 

 

Hard-wired electricity may be available in parks.  Those with standard outlets may be used without prior 

authorization.  In order to connect into other hard-wired electricity that may be available, prior permission must 

be received and will be coordinated with the Parks and Recreation and Service Departments. 

 

Temporary Water Requirements 

Permission must be granted as part of the facility reservation process to use any faucets in any parks prior to 

usage.  Most will need to be opened by a Parks staff member. 

 

A permit for use of fire hydrants in Pickerington must be secured through the Service Department. 

 

Fireworks Requirements 

Fireworks permits are obtained from the Ohio Department of Commerce, Division of State Fire Marshal and 

forwarded to the Violet Township Fire Department for proper approval by both the Pickerington Police 

Department and Violet Township Fire Department.  Contact shall be made with the Fire Department to review all 

fire code requirements concerning firework displays.  Submit a copy of the fireworks permit prior to approval.  

 

Food and Beverage 

Events must ensure that all food and beverage services adhere to the regulations set by the Franklin County Public 

Health, including obtaining a permit if required.  Generally, food that is not being sold does not require a permit.  A 

Temporary Food Service Permit through Franklin County Public Health is $67 per day for up to five days. 

 

A list of all vendors and/or caterers who will be selling or providing food and/or beverages may be required to be 

provided to the Event Committee.  The City of Pickerington has the right to deny permission for any vendor to sell 

or serve food on public property. 

 

Ohio Fire Code does not permit cooking under or near tents or membranes (OFC 2017 Rule-3104.7). 
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Alcohol 

Events must ensure that the sale of alcohol adheres to the regulations set by the State of Ohio.  A Special Events 

Liquor Permit must be obtained from the Ohio Department of Commerce, Division of Liquor Control.  When 

received, a copy of liquor permit must be sent to the City of Pickerington. 

 

If the event is sponsored or co-sponsored by the City of Pickerington, or it is held on City property, the event 

organizer may be required to provide the Event Committee the names of the alcohol servers.  The event organizer 

is responsible that all servers are age 21 or older and check identification of all persons being served and making 

sure intoxicated persons are not served. 

 

Proof of Liquor Liability Insurance in the minimum amount of one million dollars on an “occurrence” basis, naming 

the City of Pickerington as additionally insured is required at least 30 days prior to event. 

 

Any event that includes the sale of alcoholic beverages that is held on public property may require having 

Pickerington Police Officers on-hand; number required and times will be determined by the Police Chief, or 

designee. 
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Contacts and Resources 
 

City of Pickerington Contacts 

City Hall 

614-837-3974 

 

Building Dept 

614-833-2221 

 

Engineering Dept 

614-833-2221 

 

Risk Management 

614-837-3974 

 

Parks and Recreation Dept 

614-833-2211 

 

Planning and Zoning Dept 

614-833-2204 

 

Police Dept 

614-575-6911 

 

Service and Utilities Dept 

614-833-2292 

 

Violet Township Contacts 

Violet Township Fire Dept 

614-837-4123 

 

Other Important Contacts 

Franklin County Public Health 

614-525-3160 

 

Ohio Department of Agriculture Division of Amusement Ride Safety 

614-728-6280 

 

Ohio Dept of Commerce Division of Liquor Control 

614-644-2360 

 

Ohio Utilities Protection Service (OUPS) 

800-362-2764 
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Community Event Permit Application 

General Information 
Contact’s Name:               

Organization:               

If organization is a Non-Profit, please attach tax exempt form. 

Website:               

Address:               

Please note if the following address is for the:  □ organization or the □ contact’s residence 

City:         State:             Zip:     

Contact Phone:        Email:         

Event Information 
Name of Event:               

Day(s) and Date(s) of Event:             

Location of Event:              

Type of Event:  □  Run/Walk*     □  Festival □  Sports Tournament    □  Parade*   □  Other     

*Please attach the proposed route with map or turn by turn directions for approval.  City of Pickerington will 

determine if this route is appropriate for the event with varying factors being considered.    

Brief Event Description:              

              

              

              

Attendance: Anticipated Participants    Anticipated Spectators    

Setup  Day/Date     Start/End Time       

Event  Day/Date     Start/End Time       

Take Down  Day/Date     Start/End Time       

Rain Date  Day/Date     Start/End Time       

Will you charge admission fees?       □  Yes       □  No  If yes, how much?       

Will you charge participation fees?       □  Yes       □  No If yes, how much?       

Will the normal operation of residents or business be affected by your event?    □  Yes    □  No  

If yes, please attach a copy of the proposed notification letter to be approved by the City Manager or 

designee before being sent to the affected residents/businesses. 
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Event Safety Plan 
Pickerington Police Department (614) 575-6911   |   Violet Township Fire Department (614) 837-4123 

Below is a list of items that should be considered for any event.  Please submit an initial Event Safety Plan with 

Community Event Permit Application and be prepared to discuss each item at event meeting with city staff.  Final 

version must be submitted in writing at least 2 weeks prior to the event. 

1. Layout/Map – Location of tents, stage, parking, entrances, exits, restrooms, command post, parade/race 
route, shelters, amusement rides, vendors, emergency/first aid, fences, etc. 

 

2. Crowd Control – Plan includes police, fire, security, and/or organization representative(s) assigned to 
each area.   

 

3. Communications – Internal and external contacts including names of representatives, area of 
responsibility, contact information which includes property owner, coordinators for event, stage, tent, 
parking, logistics, safety, cell phone, radios, city staff, police, fire, emergency contacts, etc. 

 

4. Emergency Procedures – In the event of a police/fire emergency, the event will be closed; Weather 
related – name of representative and contact information of person monitoring weather in the area;  
Evacuation – name of representative and contact information of person monitoring if an evacuation 
needs to take place at the event, shelter to be used nearby and evacuation routes. 

Security and First Aid 
Pickerington Police Department (614) 575-6911   |   Violet Township Fire Department (614) 837-4123 

Will you be requesting Pickerington Police for event security?       □  Yes       □  No 

If yes, please submit Special Duty Form. 

If no, please list who will be responsible for event security.         

Will there be a command post at your event?       □  Yes       □  No 

If yes, where?             

Will you have an on-site First Aid provider?       □  Yes       □  No, will call EMS as needed 

    □  Will request VTFD to remain on-site for duration of event 

If yes, please list organization with contact information.         

Traffic Control and Parking Resources 
Pickerington Police Department (614) 575-6911  |   Service Department (614) 833-2292 

Please describe your traffic, parking and overflow plan: 
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Will you request the services of Pickerington Police for traffic control?       □  Yes       □  No 

If yes, please submit Special Duty Form. 

Will you request that any city street(s) be closed?       □  Yes       □  No 

If yes, please submit Street Closure Form. 

Reminder:  Community Event Permit Holder is required to notify affected residents and businesses at least 

14 days in advance. 

Will you be utilizing any City parking lots?       □  Yes       □  No 

If yes, which parking lots?            

Will you be charging a fee for parking?       □  Yes       □  No   If yes, how much?      

*Note:  No parking fees for City owned parking lots and streets. 

Signage 
Planning and Zoning Department (614) 833-2204 

Will you be advertising for your event with temporary signage?       □  Yes       □  No 

If yes, submit Application for Community Activity Signs Form. 

Sanitation 
Service Department (614) 833-2292   

Describe your clean-up plans both during and after the event:         

              

              

*Failure to properly cleanup site following the event can incur charges if deemed necessary by city staff.    

Will additional trash receptacles be needed?       □  Yes       □  No 

If yes, will you be providing additional receptacles?       □  Yes       □  No 

Will additional trash dumpster be needed?       □  Yes       □  No 

If yes, please list company information, including location, delivery date/time and pickup date/time. 

             

Will streets need swept following event?     □  Yes      □  No 

Will portable restrooms be needed?       □  Yes       □  No 

If yes, please list company information, including location, delivery date/time and pickup date/time. 
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Water Services 
Service Department (614) 833-2292 

Do you need access to water?        □  Yes       □  No 

If yes, please describe in detail including source of water.  If utilizing private water taps, provide 

permission letter from subject property owner(s).    

             

             

Electric  
Building Department (614) 833-2221  |   OUPS (800) 362-2764 before you dig 

Community Event Permit Holders using electric services or generators will be required to comply with the City of 

Pickerington Full and Final Release of Liability and Indemnification Agreement. 

Electric permits and inspections may be required.  Please describe your electric and/or generator usage below.  

Contact the City of Pickerington Building Department for additional permit information. 

Will you be utilizing electricity for your event?        □  Yes     □  No 

If yes, please specify:   □  Private residence       □  City electric (lights)       □  City electricity (outlets) 

* If utilizing private electricity, provide permission letter from subject property owner(s).    

Community Event Permit Holder is required to confirm with the City what electrical options are available and work 

within available electric capacities.  The City will not be responsible for modifying connections needed for the 

event.  Outdoor extension cords must be 3-prong UL listed extension cords.  Proper grounding is required. 

Please list vendor(s) utilizing electricity below.  Full and Final Release of Liability and Indemnification Agreements 

must be turned in at least 2 weeks prior to the event for each vendor. 

              

              

              

Equipment 
Building Department (614) 833-2221 

Will you use tents?       □  Yes       □  No 

If yes, please list quantity, sizes*, and attach a map with proposed locations.        

             

             

*If a tent or cluster of tents exceeds 400 square feet.  A Building Permit Application is required.  Provide 

engineered plans for the staking detail. 

Rental Company:             
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Will you use inflatables?         □  Yes      □  No 

If yes, who is setting up inflatable?  □  Event Organizer*      □  Rental Company** 

Rental Company:             

*If event is setting up the inflatable, you must fill out the Request for Inspection form to schedule an on-site 

inspection through the Ohio Department of Agriculture Amusement Ride Safety Division. 

**If rental company is setting up, please confirm that each inflatable has Gold sticker indicating the 

 company meets current inspection standards as approved by the Ohio Department of Agriculture Amusement Ride 

Safety Division. 

Will any temporary structures be used (e.g. bleachers, stages, signs, etc.)?       □  Yes       □  No 

If yes, please list specifics and locations:           

             

Entertainment Activities 
Violet Township Fire Department (614) 837-4123   |   Parks and Recreation Department (614) 833-2211 

Will you have music?       □  Yes       □  No 

If yes, please describe type of music (DJ, live band, portable sound system, etc.) and start/end time  

             

Will you have fireworks?       □  Yes       □  No 

If yes, contact Violet Township Fire Department for appropriate permits. 

Food and Beverage 
Violet Township Fire Department (614) 837-4123   |   Franklin County Public Health (614) 525-3160   | 

Pickerington Police Department (614) 575-6911 

Will food and or beverages be served at your event?     □  Yes      □  No 

If yes, please describe:             

             

Please select type of food being prepared:   □  Pre-packaged food/beverage      □  Cooked on-site 

If food is to be cooked on site, please select one of the following:   

□  Vendor with Food Vendor License from Franklin County Public Health (e.g. food truck, etc.) 

□  Individual/Organization cooking food for event only  (e.g. concessions stand, fundraiser, etc.) 

Vendor(s) must submit a copy of their license with the Community Event Permit Application.  Violet 

Township Fire Department Fire Prevention Bureau requires an inspection.  Please advise all vendors who 
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are cooking:  In reference to the 2017 Ohio Fire Code Rule 31 3104.7; No cooking under membrane 

structures is permitted. 

If preparing cooked food, a Temporary Food Permit Application from Franklin County Public Health is 

required.  An inspection by the Violet Township Fire Department Fire Prevention Bureau is also required. 

Will alcohol be sold or served at your event?       □  Yes       □  No  

If yes, the Chief of Police must approve an alcohol permit.  Please contact Pickerington Police Department 

for additional information. 

If yes, will it be on public or private property?       □  Public      □  Private* 

*Any event that includes the sale of alcoholic beverages that is held on public property may require having 

Pickerington Police Officers on-hand; number required and times will be determined by the Police Chief, or 

designee. 

Facility Reservations 
Parks and Recreation Department (614) 833-2211 

Will you be reserving a City facility/park for your event?       □  Yes      □  No 

If yes, complete the Facility Reservation Form and return it to the Parks and Recreation Department.  Fees 

are due at time of submission in order to save the date, time and location for event.  Space can also be 

reserved online prior to submission at https://cityofpickerington.activityreg.com. 

Will your event take place on Pickerington Local School District property?       □  Yes      □  No 

If yes, please attach school approval. 

Questions 
List any questions that you would like addressed PRIOR to meeting with City staff to review the Community Event 

Permit Application. 

              

              

              

              

Signatures 
Event Name:              Date(s)      

By signing below, I certify that I have read, understand and agree to abide by the policies and procedures of the 

City of Pickerington as they pertain to the event I am organizing.  I understand I am responsible for submitting all 

necessary paperwork prior to the event taking place. 

Primary Contact’s Name (printed)            

Signature:             Date:       

  

https://cityofpickerington.activityreg.com/


18 
 

Community Event Permit 
Please keep a signed copy of this permit with you for duration of event. 

Event Name:          Date(s)      

Special Conditions:              

              

              

              

□  Approved      □  Denied 

Reason for Denial:              

              

City Manager Signature:         Date:       

Outstanding items that need completed by the stated deadline are listed below.  Failure to provide these 

documents will result in the permit being VOIDED.  

Items listed below should be sent to recreation@pickerington.net.     Deadline:      

□           Date Completed:     

□           Date Completed:     

□           Date Completed:     

□           Date Completed:     

□           Date Completed:     

□           Date Completed:     

□           Date Completed:     

□           Date Completed:     

□           Date Completed:     

  

mailto:recreation@pickerington.net
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Full and Final Release of Liability and Indemnification Agreement 
 

As part of the Community Event Permit Application, the submitting organization needs to complete the Full and 

Final Release of Liability and Indemnification Agreement.  Any additional organization or vendor utilizing electric 

services must also fill out the form below.  The submitting organization is responsible for collecting a copy of this 

signed release and submitting a copy to the City of Pickerington 14 days prior to the event. 

The participant listed below hereby acknowledges, represents, and agrees as follows: 

Event Name:          Date(s):      

By signing this FULL AND FINAL RELEASE OF LIABILITY AND INDEMNIFICATION AGREEMENT, I hereby expressly 

assume all such risks of injury, loss, or damage to myself or to any third party, arising out of or in any way related 

to the activities I will be performing. I understand that I am responsible for my safety and the safety of others, not 

the City of Pickerington.  

By signing this FULL AND FINAL RELEASE OF LIABILITY AND INDEMNIFICATION AGREEMENT and in consideration of 

permission from the City of Pickerington to use its facilities, I further hereby exempt, release, and discharge the 

City of Pickerington, its employees, public officials, agents, officers and volunteers from any and all claims, actions, 

causes of action, demands, rights, damages, costs, loss of service, expenses and compensation whatsoever, that I 

now have or which may thereafter accrue arising out of or in any way related to the activities I conduct on City of 

Pickerington property.  

I further agree to defend, indemnify and hold harmless the City of Pickerington, its officers, employees, insurers, 

and self-insurance pool from and against all liability, claims, and demands, court costs, and attorneys’ fees, 

including those arising from any third party claim asserted against the City of Pickerington, its officers, employees, 

volunteers, insurers, and self-insurance pool, on account of injury, loss or damage, including without limitation 

claims arising from bodily injury, personal injury, sickness, disease, death, property loss or damage, or any other 

loss of any kind whatsoever, which arise out of or are in any way related to the activities of the program.  

I understand and agree that this FULL AND FINAL RELEASE OF LIABILITY AND INDEMNIFICATION AGREEMENT shall 

be governed by the laws of the State of Ohio, and that jurisdiction and venue for any suit or cause of action under 

this AGREEMENT shall lie in the courts of Fairfield County, Ohio. 

Organization Name:              

Name:         Title:         

Signature:          Date:       

□ Vendor Utilizing Electric Services 
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Certificate of Liability Insurance Sample 
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Request for Special Duty Police Officers 
 

Date:     

Person Requesting:             

Name of Organization:              

Billing Address:               

Phone Number:         Email:          

Event / Type of Duty 
Traffic Control and Event Detail $75.00 per hour 

All special duty details require a two (2) hour minimum show up. 

All Special Duty rates are as stated unless otherwise approved by the Chief of Police. 

ALL SPECIAL DUTY DETAILS REQUIRE A TWO (2) HOUR MINIMUM SHOW UP.  ALL SPECIAL DUTY RATES ARE AS 

STATED UNLESS OTHERWISE APPROVED BY THE CHIEF OF POLICE.   

Event Information 
Event Name:               

Date(s) Requested:             

Hours: From:      To:      

Number of Officers Requested:     Traffic Control 1 

        Traffic Control 2 

        Special Duty Officer 

Specific Location for Officers to Report to:            

Name of Person to Report to:             

Cell Phone Number of Person to Report to:            

Approval 
Signature of Requestor:            Date:      

Request Approved By Signature:           Date:      

Title:          

Payment Information 
Method of Payment:  Cash _______   Check _______   Invoice After Event _______ 

Email to Where Invoice Can Be Sent:           
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Street Closure Request Form 
                _______  Street Closure    _______  Assemblage 

Person Requesting:             

Name of Organization:              

Organization Address:              

Phone Number:          Email:         

Instructions and Regulations 
Pursuant to PCO 412.06 

1. In the event of an emergency, all street blockages must be removed by the sponsoring organization to 
allow access for emergency vehicles. 

2. This form must be submitted seven (7) days prior to the planned event. 
3. Approval of the City Manager and the Chief of Police must be obtained.  A copy of the request shall be 

forwarded to the Fire Chief and the Service Department. 
4. Organizer is responsible for distribution of notification to all businesses and residents living in the 

requested or effected area of the closure a minimum of seven (7) days prior to the event. 
5. Cleanup of the area must take place immediately after the time listed below as the ending time of the 

event. 

Event Information 
Event Name:               

Date(s) Requested:              

Street Closure Time: From:      To:      

Specific Road(s) or Intersections closed (please attach map if multiple closures):       

              

Person Responsible for Clean-up:             

Person Responsible for Notifying Impacted Residents*:          

*Please attach a copy of the letter to this form. 

Applicant’s Signature:            Date:      

Approval 
City Manager Approval Signature:           Date:      

Chief of Police Approval Signature:          Date:     

Approval Notification:  _______  Police  Dept  _______  Service Dept  _______  Fire Dept   _______  Recreation Dept 
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Application for Community Activity Signs 
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Application for Permit 
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2024 Facility Reservation Form 
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