
   

 

City of Chester Permit Application for 

Permit #: _____________ 

Date: ___________________ 

____Non-Refundable Fee: $25 

PARADES, WALKS, RACES 

The City of Chester welcomes festival and major events to the city. This application process is designed to 
provide notice to the City, provide guidelines to the organizer(s), while maintaining flexibility for the 
company and ensuring the safety and well-being of the citizens and businesses of Chester.   

APPROVAL PROCESS BEGINS WITH POLICE DEPARTMENT  

Non-Refundable Application Fee: $25 

This form is should be submitted NO LESS THAN 30 BUSINESS DAYS PRIOR to the start of the event. 

EVENT TYPE 

___Parade     ___Walk      ___Race 

A. APPLICANT & EVENT INFORMATION 

Name of Event:  _________________________________________________________________________   

Applicant Name:  _________________________________________________________________________________ 

Affiliated Organization/Company: ____________________________________________________________________ 

Non-Profit?  ___ Yes ___ No  If yes, circle one: 501c3 or 501c6 and attach a copy of the IRS designation letter. 

Mailing Address:  __________________________________________________________________________________ 

City:  ______________________________________ State:  ______________________   Zip Code:  ________________ 

Work Phone:  _______________________________________    Email:  ______________________________________ 

Link to Event Website: ______________________________________________________________________________ 

Who is your Target Audience? ________________________________________________________________________ 

How will you ensure a Diverse Audience? ______________________________________________________________ 

Does the event have (check all that apply):___ Twitter   ___ Facebook   ___ Instagram    ___ Other ________________ 

EVENT INFORMATION 

Event Location: _______________________________________   Date of Event: _______________________________ 

Event Address: ____________________________________________________________________________________     

Event Location Website: ____________________________________________________________________________ 

Start Time: ______________________________________ End Time: ______________________________________ 

Road Closure Begins: _____________________________ Road Closure Ends: _______________________________ 

Set-Up Begins: ___________________________________ Clean-up Ends: __________________________________ 

Estimated Attendance: _____________________________________________________________________________ 

Please see EVENT SECURITY STAFFING Matrix to determine the number of Off-Duty Police Officers needed. 

The Event is: ___ Private (by invitation only) ___ Open to the General Public  ___ Paid Admission 

If private or paid admission, how will you monitor? ______________________________________________________ 



Special Event Form – Feb. 2015  Page 2 of 5 

 

C. PUBLIC PROPERTY CLEAN-UP 

Applicants are responsible for cleaning and restoring the site after the event. Please pick up the trash including paper, 
plastic, bottles, cans and event marketing signs.  The cost of any employee overtime incurred because of an applicant’s 
failure to clean and/or restore the site following the event will be the responsibility of the applicant. If you believe no 
litter will be generated during your event, please state this in your plan. 
 

 Trash and recycling containers must be used at all events where trash is created as a result of the event. 
 Vendors that sell beverages must have a 95 gallon blue recycling roll carts.  
 Glass, plastic and aluminum must be collected separately. 
 All cardboard must be broken down and kept separately next to collection containers. 

Contracted personnel or volunteers may be used to restore the site to its original condition after the event is over. 

Event Clean-up plan: _______________________________________________________________________________ 

________________________________________________________________________________________________ 

CITY PUBLIC WORKS SERVICES 

STAFF – Will the event need City personnel to assist with the even site clean-up? ___ Yes ___ No  

Date & Time of arrival of staff: ______________________________________________________________________ 

Roll Carts and Recycling Carts – The City will provide trash and blue recycling roll carts at your request, however, 
additional city staff to empty and remove the bins must be contracted separately and indicated above. 

How many 95 gallon roll carts are you requesting for TRASH? __________ 

How many 95 gallon BLUE roll carts are you requesting for RECYCLING? __________ 

Roll Cart Delivery Location? _________________________________________________________________________ 

Roll Cart Emptied? Date: ___________ Time: _________ Roll Cart Pick up Date: ____________Time: __________ 

Will the event need street sweepers prior to the event or at the conclusion of the event? 

___ Before  ___ After  ___ No  Specify where:____________________________________________ 

________________________________________________________________________________________________ 

________________________________________________________________________________________________ 

B. RESIDENT AND/OR BUSINESS NOTIFICATION 

Events that require road closures or may cause disruption for the City of Chester residents, businesses, churches, etc., must 
provide notification to the affected parties two weeks prior to the event. Notices must reflect the date(s), day(s) and location(s) 
of the event, type of activities taking place during your event and the event coordinator’s contact information. The notice must 
give detour or alternate route information if normal access is affected.  
 
Applicants may be required to provide advisory signs (placed a minimum of one week prior to the event) if your event impacts a 
major roadway. Advisory signs are intended to provide advanced notice to the regular users of a roadway of the scheduled closure. 

Will your event require roads to be closed?  ___ Yes  ___ No  

If yes, please provide a sample of the notice and a proposed list of recipients with your application. 

Road closure verification:  DATE DELIVERED:__________________ METHOD:____________________________ 
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D. SAFETY AND SECURITY 

Applicant may be required to hire sworn off-duty law enforcement officers to provide security to insure public safety. 
Such officers should be graduates of the South Carolina Law Enforcement Academy, have a working knowledge of the 
City of Chester Police Department Procedures, and be approved by the Chief of Police. 

Indicate all types of Security needed and the estimated numbers: 

___ Beer/Alcohol Security ___ Stage Security   ___ Event Area Security  
___ Gate Security  ___ Road Closure Security  ___ Money Handling Security 
___ Overnight Security From ___:___to ___:___    ___ Other:_______________________ 

Please refer to the Event Staffing Matrix to estimate the number of security officers that will be required in addition to 
the ones listed above.  

Will you require Off-Duty Police Officers to supplement your security staff? ___ Yes ___ No  TOTAL: ________ 

Date and Time for Security to be on site: _______________________________________________________________ 

Additional Security Information: _____________________________________________________________________ 

CITY OFF-DUTY POLICE 

The cost to hire off-duty City Police to provide the above services is $30/hour per hour per officer for a minimum of (3) three 
hours.  A Police Service Agreement must be signed before the Special Event Permit is issued. 

In the event that non City of Chester law enforcement officers are used to supplement your security staff, at least one member of 
the security detail shall be a member of the Chester Police Department, and a City Police Officer will assume supervisory respon-
sibilities as directed by the Chief of Police.  

 

TOTAL OFF-DUTY CITY OFFICERS NEEDED:________________ TOTAL NON-CITY OFFICERS NEEDED:________________ 

EVENT SECURITY STAFFING MATRIX 

The Special Event Staffing Matrix is a guideline to assist the planning in reasonably predicting the staffing level necessary for an 
event. The number of the personnel assigned may vary as dictated by the nature of the particular event or as calculated as 
necessary by the Police Department or Fire Department. Ultimately the decision of the Police Department will prevail.  

Estimate # in Attendance* 0 - 100 101 - 200 201 - 500 501 – 1000** 

Fairs/Festivals 0 0 3 6 

Sporting Events 0 2 3 10 

Dances*** 0 - 2 3 4 10 

Live Concerts 2 4 6 10 

Other (Parades, filming, etc.) To be determined by Police Department 

*For Private events serving alcohol, an additional 2 officers are needed 
**For each additional 500 attendees, 2 officers are needed. 

***Discretion of Police Department 

E. EVENT SCHEDULE 

Please provide a detailed schedule of the event including dates and times for entertainment, activities, hours of events, start time, 
finish time, etc. If the event requires an extended time frame for set up, include details with a timeline listing the times and 
locations where streets or public property will be impacted and when dismantling will be completed. (Use additional sheets if 
needed.) 

DATE TIME ACTION ASSIGNED TO 
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F. ROADS, TRAFFIC AND ROUTES 

Does the event restrict access to any private or public parking lots?  ___ Yes   ___ No   

If yes, the applicant must provide a signed letter of consent from the private parking lot owners. This may require the event applicant to lease 
the lot, pay for relocating the occupants, or reimburse the property owners for any loss of revenue. This letter must be submitted before the 
permit will be issued. 

ROAD CLOSURES 

Will the event need to close any road?   ___ Yes  ___ No (Requests to close roads are not guaranteed, may depend on SCDOT) 

If yes, please fill in the following information (attach additional sheets if needed): 

STREET FROM TO DATES TIMES 

     

     

     

Applicant should post “No Parking” signs along city roads where pubic parking spaces exist within the event site. 

If your event involves road closures, a parade or any other procession, or more than one location, please attach a map outlining the 
route and traffic Plan. When planning a moving route, please consult the Chester Police Department before submitting application. 

Please note: the City of Chester Police Department has final discretion over your Route and Traffic Plan including but not limited 
to the placement of all barricades, signs and police/volunteer locations. 

ROUTE AND TRAFFIC PLAN 

___ Parade  ___ Road Race ___ Bike Race ___ Bike Tour ___ Walk   ___ Other:________________________ 

Start Location (if applicable): ___________________________ Finish Location: _______________________________ 

 

G. CRISIS MANAGEMENT PLAN 

Each event must develop a communication and crisis management plan. This plan must be approved by the Fire Marshal before the 
Special Event permit is issued. Plan must include: 

___Name and phone number of responsible person: 

___Method by which emergency services will be notified in the event of an emergency: 

___Method event staff and volunteers will use to communicate with each other: 

FIRST AID 

Please indicate what arrangements you will make for providing First Aid staffing and equipment during your event.  

Site Location(s):          

Times of operation: 

HAZARDOUS MATERIALS 

Will the event have any hazardous materials such: (please check all that apply)  

___ Propane  ___ Butane  ___ Gasoline ___ Helium cylinders  ___ other upright tanks 

___ Portable heaters   ___ Deep fat fryers  ___ Diesel tanks ___ fireworks, torches, candles or pyrotechnics 

All tanks must be secured in a manner to prevent accidentally being knocked over.  All helium tanks not being used shall have their 
caps in place. If there will be any fireworks or pyrotechnics, please refer to City Ordinance Sec. 23-68. - Public displays permitted. 
Approval from the Fire Marshal must be received 30 days prior to the event. 
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I. APPLICANT ACCEPTANCE 

Please read and attest to the following conditions and areas of responsibility before signing application. 

The authorized agent(s) sponsoring the EVENT attests that the information provided in this application is actual and true and will 
make every effort to amend the permit should any substantial changes arise. 

Notice is hereby given that this permit may be revoked by the Chief of Police, the Fire Chief or Fire Marshal or any Chester Police 
Department Supervisor for any violation of city/state or federal law or violation of permit conditions, or in the event of any 
emergency affecting the public health or safety, in addition to appropriate legal action(s). 

HOLD HARMLESS CLAUSE: 

Applicant/organization hereby shall assume all risks incident to or in connection with the permitted activity and shall be solely 
responsible for damage or injury, of whatever kind or nature, to person or property, directly or indirectly arising out of or in 
connection with the permitted activity or the conduct of applicants operation. Applicant hereby expressly agrees to defend and 
save the City harmless from any penalties for violation of law, ordinance, or regulation affecting its activity and from any and all 
claims, suits, losses, damages or injuries directly or indirectly arising out of or in connection with the permitted activity or conduct 
of its operation or resulting from the negligence or intentional acts or omissions of applicant or its officers, agents and employees. 
 

My signature below acknowledges that I have read and understand the above terms and conditions. 
 
Name of Authorized Agent: __________________________Title:_________________________________ 

 
Signature: ________________________________________Date: _________________________________ 

 

PERMIT APPLICATION STATUS 
 

Receipt #: Amount: Taken by: Date:  

Payment Type (Check One) ___ MC   ___ Visa  ___ Check ___ Cash ___ Money Order 

Credit Card/Check /MO#:  Exp Date: 3Code:  

Special Event Form? ___Yes   ___ No Insurance? ___Yes   ___ No 

Background Check Performed? ___ Yes   ___ No Application Approved? ___ Yes   ___ No 

 
 

APPROVAL NAME SIGNATURE DATE 

Police     

Fire    

Administration    

Comments:  

 

H. INSURANCE REQUIREMENTS 

The applicant shall submit a certificate of insurance verifying the following minimum coverage(s) and identifying The City of 
Chester as an additional insured for the duration of the event. 

      Has liability insurance listing the City as an additional insured been secured?   ___ Yes ___ No  

Event Type 
General Liability 

$1,000,000 Individual 
$2,000,000 Aggregate 

Liquor Liability* 

$1,000,000 Individual 

Parade, Procession, March, Road Race, Bicycle Race Required N/A 
*(If alcoholic beverages are served for either a private or public event on City property.) 

Your permit will not be issued if the insurance certificate has not been received prior to the event. 


