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Marietta Parks, Recreation& Facilities
Special Events Guidelines

Policy Statement
Community festivals and special events facilitate opportunities to promote tourism, showcase local
talent, draw first time visitors, contribute to the economy of the community and revitalize downtown
and surrounding areas.

The City of Marietta recognizes such needs and the benefits and opportunities made available through
community festivals and special events. Therefore the City’s purpose is to facilitate within the
community the accessibility to promote, coordinate and/or participate in community festivals or
special events. Permission will not be given to individuals for the purpose of generating revenue.

By granting permission to use Glover Park or any other public park, it does not entitle the
organization to exclusive use of said facility.

Definitions

Press Event /Press Announcement
A public gathering which involves the use of a public park within the city limits of Marietta or
Glover Park for the purpose of an announcement to the press, including but not limited to a political
candidate. The event shall not be over 1 % hours in duration.

Community Festivals
A public gathering which involves the use of public parks within the city limits of Marietta or Glover
Park which includes entertainment, music, arts & crafts displays and/or sales, sale of merchandise,
food or any combination which requires the use of city support services over and beyond what the
City of Marietta routinely provides under everyday circumstances.

Special Event
An activity sponsored by an organization other than the City of Marietta requested to be held on
public property designed for entertainment, competition, amusement or social, ethnic, religious
and/or cultural awareness.

City Support Services

Services provided by the City to ensure that a community festival or special event is conducted in
such a way as to protect the safety, health, property and general and security.

Length of Use
A maximum use of three (3) days for each event or display per individual group or person is allowed
during any six (6) month period. A permit will not be issued to a subsequent group or individual for
the purpose of continuing a previously permitted event or display.

Criteria for Evaluation
The criteria for evaluating and scheduling community festivals and special events are as follows:

The extent to which the event contributes to economic revitalization.
The impact and cost of the event on the public health, welfare and safety.
The impact and cost of the event on City support services.
The impact of the event on the environment.
The frequency to the same or similar event(s).
The impact on the surrounding businesses or residences.
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Application Process
The Parks, Recreation and Facilities Department must receive a completed special events
application with the $15.00 processing fee on or before the second Friday in December to be
eligible to be added to the following year’s calendar. Applications can be hand delivered or mailed
to:

Marietta Parks and Recreation Department
Special Events

P.O. Box 609

Marietta, GA 30061

Fee Structure

Non-refundable Processing Fee $15.00
User Fee $500.00
Security Deposit $ 150.00
Additional fees:

Per staff member hourly rate $25.00
Technician & equipment rental $ 100.00

Fees may also be assessed for additional city services including, but not limited to, clean-up,
maintenance, streets and traffic.

Check payable to: City of Marietta
The processing fee is non-refundable and should be included with the application. If the event is
approved the user fee and clean-up deposit will then be due. The clean-up deposit will be returned if
the Square is left in appropriate order and no damage is reported. Failure to comply will result in loss
of deposit and denial of future applications.

Sanitation
It is the organizer’s responsibility to make arrangements with the City for additional trash receptacles.
Plastic trash can liners will be placed in all existing trash cans prior to the event. It is the event
organizer’s responsibility to deposit any trash into appropriate trash receptacles following the event to
warrant returning the security deposit. If the size of the event warrants additional dumpsters, the
parks and recreation department will review each application and contact the organizer. It will be the
event organizer’s responsibility to make all arrangements and pay any fees applicable for any
additional equipment or services.
For activities held in Glover Park, additional trash can liners will be provided by the City to replace
the ones emptied. The event coordinator is responsible for complete trash removal after the event.
Dumpsters on the square CANNOT be used for special event trash removal. These dumpsters are
strictly and solely for the businesses on the Marietta Square.

Restroom Facilities
For any event 4 hours or more in length, portable toilets are required. One toilet per 200 persons is
the ratio to determine the number needed. In cooperation with the Americans with Disabilities Act,
at least one portable toilet is to be handicap accessible. It is the coordinator’s responsibility to make
all arrangements (drop-off & pick-up) and pay any fees. Portable toilets may be placed on Root
Street, against wooden fence or on Lawrence Street, south side of the street.
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Prohibited Practices

Bicycling, skateboarding, roller, skating and roller blading

Games of chance, gambling and raffles

Direct solicitation of funds

Remote battery or gas models

Fireworks

Alcohol - see below

An activity or practice that would violate or alter the passive nature of Glover Park
including, but not limited to, cooking, ball or Frisbee tossing.

e Any activity which violates Federal, State or City law, code or policy

Electricity

Specific requirements for the use of electricity must be submitted with the application.
Electricity is unavailable without written permission from the director of the Parks and
Recreation Department. The City withholds the right to require an additional charge for
electricity based on electric meter readings taken prior to and following each event.

Release and Indemnity

Each applicant must execute the attached release and indemnity agreement. Applicants must
demonstrate that they are either personally or organizationally responsible for liability; will
guarantee orderly behavior/will underwrite any damage due to their use of the premises. Liability
is assumed by the applicant in regard to any personal or property damage rising out of activities of
the applicant. It is the responsibility of the applicant to read the application form completely and
understand fully his/her responsibilities.

Insurance

A comprehensive liability insurance policy with at least five hundred thousand dollars

($500,000) combined single-limit coverage per occurrence for bodily injury and property damage
with an endorsement naming the CITY OF MARIETTA, specifically and separately, as an
additional insured under the policy. Do not include any specific department or person. A
certificate of insurance is to be provided to the Parks and Recreation Department no less than 30
days prior to the scheduled event. If an event is approved, it will be approved pending receipt of the
insurance certificate. The insurance agency must be licensed to do business in the state of Georgia
and have a Class B or better rating. The company providing insurance must provide at least thirty
(30) days written notice of cancellation or termination, if such cancellation or termination of the
policy is to occur prior to the indicated expiration date on the face of the certificate. In the event of
any changes or cancellation in the policy, the City of Marietta must be notified by certified mail.
Samples are attached concerning guidelines for obtaining a certificate of insurance and of the actual
insurance certificate.

Sound System

The City sound system and equipment are not provided. The Parks and Recreation Department
must be notified in writing of any intended use of a sound system during the event. Permitted
hours for music and/or entertainment: 7:00 a.m. to 11:00 p.m. The City maintains a noise
ordinance, Marietta City Code Section 10-1004 — Noise; creating unnecessary noise).
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Alcohol
Alcohol consumption is prohibited unless special permission is given by the Mayor and Council. Any
request to serve or sell alcohol must be placed on the City Council’s agenda. Council meets the 2"
Wednesday of every month and the request must be received by the City Manager’s office 3 weeks
prior to the council meeting. It is the event sponsor’s responsibility to present the request to the City
Council. If permission is granted, the Marietta Police Department and the Marietta Parks and
Recreation Department must be notified by the event coordinator.

Parking (Glover Park only)

No vehicles are allowed in Glover Park unless prior approval is given. Participants must adhere to
all parking regulations. Public parking is available at the Cobb County Parking Deck on Cherokee
St. All printed publicity must include a diagram indicating available parking. Diagrams are
available from the Parks and Recreation Department.

If a sound system is used, announcements must be made every 30 minutes concerning appropriate
parking locations.

Tables and Chairs (Glover Park only)

Tables and chairs are permitted in the park (brick and concrete area only). A layout of the event
including the table and chairs locations must be submitted with the application. Approval will be
given prior to the event. Tables and chairs will not be provided by the City.

Fire Safety Plan

Applications for Community Festivals and Special Events will be reviewed by the department of
Marietta Fire and Emergency Services. When a fire official determines that the gathering of
persons will impact the provision of public safety services, a plan for the provision of safety
services will be prescribed by Marietta Fire and Emergency Services. Applicants will be

required to include any additional information required by Marietta Fire and Emergency Services
including, but not limited to: a layout of the event area including road closures; parking plans;
vendor set-up (particularly food concessions); and, the need for law enforcement, fire and emergency
medical services. The plan, developed by fire officials, shall be complied with and is enforceable
under provisions of the Marietta City Code, Section 2-6-010. Food Sales (Glover Park only)

Food sales must not compete with restaurants around the Square. Any food sales must be included
in the application. All vending equipment must remain on the brick or concrete sidewalk, NOT ON
THE GRASS. No cooking permitted in Glover Park or outside the park on the sidewalk. All food
vendors are responsible for contacting the Cobb County Environmental Health Department at 514-
2323 at least 2 weeks prior to the event to obtain a temporary food service permit for Cobb County.

Alteration to Parks

Alterations to park facilities including attaching of decorations, displays and promotional
advertising are prohibited unless written permission has been given from the director of the Marietta
Parks and Recreation Department. Construction and installation of special service facilities must be
approved in writing prior to the event. No tents are permitted inside Glover Park (exception: City
sponsored events). Damage to any structure or plant material will be billed to the organization at
replacement cost plus labor. The City withholds the right to regulate placement and method of
placement of items or structures on any City property.

Parades/Other Permits
This application is for public parks: Glover Park, etc. only. Any organizer interested in parades,
road races or any event not in a park must contact the Marietta Police Department, parades and
permits division at (770) 794-5338.
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These guidelines may be exempted in whole or part at the discretion of the City Council for City of
Marietta or Downtown Marietta Development Authority events. Exemptions must be approved by
a vote of the City Council.

Phone Numbers

Recreation Supervisor (770) 794-5609
City Manager’s Office (770) 794-5506
Marietta Police Department

General Information (770) 794-5351
Parades & Permits (770) 794-5338
Cobb County Environmental

Health Department (770)514-2323

*khhkkkkk R E M I N D ER *kkhkhkhkkikkx

1.
2.
3.

Make sure application is completely filled out.

Insurance liability policy is due no less than 30 days prior to event.

Processing fee is due at the time of the application. Fees are due after the event is
approved or at least 60 days prior to the event. Checks payable to City of Marietta.
Mail application to:

Marietta Parks and Recreation Department
Special Events Supervisor

P. O. Box 609

Marietta, GA 30061,

You may also hand deliver to:

Marietta Parks and Recreation Department
205 Lawrence Street

City Hall 3 Floor

Marietta, GA 30061
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CITY OF
MARIETTA
GUIDELINES FOR OBTAINING A CERTIFICATE OF
INSURANCE

Before your permit can be approved, your organization/company must provide the City with a
Certificate of Insurance. Please review the following guidelines to help you obtain a certificate in
a form acceptable to the City Attorney.

1.

N

~

A comprehensive liability insurance policy with endorsement with at least five hundred
thousand ($500,000) combined single-limit coverage per occurrence for bodily injury and
property damage shall name the City of Marietta, specifically and separately, as an
additional insured under the policy. Please do not include any specific department or person.

Effective date of policy is listed on the certificate must cover all dates requested on the permit.
The certificate must list the name and the address of the company issuing the policy. Also,
the name of the first named insured as it appears on the certificate should be the same name
listed on the City permit as organization or company applying for said permit. (See attached
for example of certificate.)

. A separate endorsement page shall be included with the certificate. The endorsement legally

modifies the policy to insure the City of Marietta. Consequently, the endorsement must
include the City under "Name of Person or Organization." (See attached example of an
endorsement page.)

. The insurance company issuing the certificate must have a B rating as listed in A. M. Best's Key

Rating Guide for insurance. This book gives an up-to-date rating of all insurance companies.

The issuing company as indicated on the certificate must also be licensed to do business in the
State of Georgia. Surplus line carriers are not acceptable. The Best's Key Rating Guide
also has a section that lists companies and the states they are licensed to do business in.
The City also relies on the office of the State Insurance Commissioner concerning companies
licensed to do business and the forms of insurance they are authorized to issue.

The company providing the insurance must provide at least thirty (30) days written notice of
cancellation or termination, if such cancellation or termination of the policy is to occur prior
to the indicated expiration date on the face of the certificate. The failure to provide or maintain
insurance shall be considered a material breach of any permit for which it was issued.

An original copy (FAX copies are not acceptable) of the certificate of insurance and
endorsement must be submitted to the Parks and Recreation Department at least 30 days in
advance of your first date of proposed usage. This will ensure adequate time for review by the
City Attorney.

. Once approved, you will be notified. The original certificate and endorsement will remain on file

with the City as long as the policy is in effect.

If you have questions, please contact the Special Events Coordinator at (770) 794-5609 for
assistance.
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CERTIFICATE OF LIABILITY INSURANCE
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DATE (NMDDIYYYY)
1213002015

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY

REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED

AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS

certificate holder in lieu of such endorsement(s).

IMPORTANT: If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must be endorsed. if SUBROGATION IS WAIVED, subject to
the terms and conditions of the policy, certain policies may require an endorsement. A statement on this certificate does not confer rights fo the

—

PRODUCER MAME:
Name and Address of company PHOWE | FAY ]
1s3uing the policy i
INSURER/S) AFFORDING COVERAQE | NAIC #
weurer A -Name of company affording coverage |
ez INSURER B -
Name of YOUR organization INSURER C :
or company INSURER D :
INSURER E : ]
INSURER F :
COVERAGES CERTIFICATE NUMBER: REVISION NUMBER:

THIS 1S TO CERTIFY THAT THE PCLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM CR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS,

EXCLUSIONS AND CONDITIONS OF SUCH POUICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.
[RGOUSUER

[ R TYPE OF INSURANCE wen [ wyp POLICY NUMBER Emmw Laams
X | commenciaL aenERAL LaBRLITY _ . EACH OCCURRENCE [] }
] cosaiiingg m é E::lef valid insurance policy N
i Owners & contractors Prot. e MENEVE iy conpuaca] | §
[ Enterdate Enterdate = Ry s
| GENL AGGREGATE LIMIT ARFLEES PER: GENERAL AQGREGATE [ }
[ rover[ ] B Loc PRODLCTE - COMP/OF 400 | § !
OTHER: &
AUTOMOBILE LIABILITY CCABNED SNGLELMT (g
[ awev o BODILY NJURY (Pee persce)) | § _
AL CWNED gerERULED vy .
1 NON-CA [PrPERTY DAAGE
| | HRED ALTCE it |Pancciry ¥ :
§
BT e RENCE s )
|| cEssLAR CLAME-MADE, ASIIHEGATE $ |
| | leeo| |neromone - L $ '
VIORKERS CONPEWSATION oI
AND EMPLOYERS' LIABILITY Vi I"‘“""-_]_Lﬂ‘.__ '
ANY PROPRETORPARTNER! VE [ 2 CIDENT £ )
OFACERMENEER EXCLLDED? NiA
in MH) £ L DIESABE - EAENPLOYES & }
Sascriin e
RIPTION OF CPERATIONS takiw £L DIESASE - POLICY LINIT | &
1
DESCRIPTION OF OPERATIONS | LOCATIONS ( VEHICLES (ACORD 101, Additienal Remueks Schadute, may ba attched if fore spacs is rquined)
Descrption of activity, location and date(s) of activity
CERTIFICATE HOLDER CANCELLATION
City of Marietta
4 4 SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
2"35"' Parks andSRecrealm Department THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN
Lawrence St ACCORDANCE WITH THE POLICY PROVISIONS.
P.0. Box 609
Marietta, GA 50061 AUTHORIZED REPRESENTATIVE
Official signature here
|

ACORD 25 (2014/01)

@ 1988-2014 ACORD CORPORATION. All rights reserved.

The ACORD name and logo are registered marks of ACORD
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POLICY NUMBER: COMMERCIAL GENERAL LIABILITY

THIS ENDORSEMENT CHANGES THE POLICY. PLEASE READ IT CAREFULLY

ADDITIONAL INSURED - OWNERS, LESSEES OR
CONTRACTORS (FORM B)

This endorsement modifies insurance provided under the following:

COMMERCIAL GENERAL LIABILITY COVERAGE PART.

SCHEDULE

Name of Person or Organization:

CITY OF MARIETTA

(If no entry appears above, information required to complete this endorsement will be shown in
the Declaration s as applicable to this endorsement.)

WHO IS AN INSURED (Section Il) is amended to include as an insured the person or

organization shown in the Schedule, but only with respect to liability arising out of "your work"
for that insured by or for you.

6P“\?\'€
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CITY OF MARIETTA
RELEASE AND INDEMNITY AGREEMENT

In consideration of participation in said special event  the undersigned
organization/business/group/individual hereby agrees and warrants that they shall release, defend,
indemnify and save harmless the City of Marietta, its officers, directors, employees and any other person,
firm or corporation charged or chargeable with responsibility or liability, their heirs, administrators,
executors, successors and assigns and agents from any and all costs, expenses, restrictions, claims,
demands, suits, actions, proceedings, damages, liabilities, deficiencies, judgments, levies, costs or expenses,
including, but not limited to, attorney's fees and expenses of any kind and nature, including, but not by
way of limitation, any claim for damages to property or injuries to or death of any person or persons relating
to or arising from the special event or related activities, regardless of whether arising from the negligence
or wrongful acts, errors or omissions of the City of Marietta.

Without limiting the generality of the foregoing, the undersigned organization/business/group/individual
agrees that they shall reimburse the City of Marietta for legal fees and other costs incurred in the City of
Marietta's defense of such claims of litigation. The City of Marietta shall have the right to participate in
the defense of any claims or litigation and shall have the right to approve any settlement.

This release extends and applies to, and also covers and includes, all unknown, unforeseen, unanticipated
and unsuspected injuries, damages, loss and liability, and the consequences thereof, as well as those now
disclosed and known to exist. The provisions of any state, federal, local or territorial law or statute
providing in substance that releases shall not extend to claims, demands, injuries or damages which are
unknown or unsuspected to exist at the time, to the person executing such release, are hereby expressly
waived.

The undersigned organization/business/group/individual acknowledges that the agreement hereby
releases and discharges the City of Marietta, it officers, directors, employees and agents, of any and all
claims, relating to any bodily and personal injuries or damages to property and the consequences thereof
resulting from their participation in the said special event. | do hereby covenant with the City of Marietta
that I, my heirs, executors, assigns and transferees will never at any future time sue the City of Marietta
for or on account of any claim for damages arising out of my participation in the said special event
whether such claims arise by negligence of the City of Marietta, its employees or agents, or by the
negligence of any other participant.

It is further agreed and understood that said participation in the special event is not to be construed as an
admission of liability and acceptance of assumption of responsibility by the City of Marietta, its officers
and members.

This is the day of , 20

NAME OF ORGANIZATION/BUSINESS/GROUP/INDIVIDUAL:

INDIVIDUAL RESPONSIBILITY

(Signature)
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SPECIAL EVENT
APPLICATION

CITY OF MARIETTA
PARKS, RECREATION & FACILITIES DEPARTMENT

APPLICANT INFORMATION

Name of Organization

Address

City, State, Zip

Phone Number

e-mail address/website

Name of Applicant (person on site the day of the event)

Address

City, State, Zip

Phone Number Fax Number

e-mail address, if different

EVENT INFORMATION

Name of Event

Event Date

Location of Event

Rain Policy

Sponsor of Event

Event Start Time Event End Time

Set-up Time Tear down

(Hourly staff fee will apply form beginning of set-up until tear down is completed.)

Is this the first time for this event? yes no
If no, how many years
Previous year's attendance Projected attendance

Will any signs/banners be hung? Banners may be hung on the stage only.
yes no

10
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Wording on the banner:

Is the event more than 2 hours?  Yes No
If so, portable toilets must be used.

Porta-john Company

Phone Number

How do you plan to publicize this event? Please include copies of promotional materials. If not
available now, please supply as soon as possible.

Radio TV
Newspaper Internet calendars
Websites other

Is another promoter/producer assisting you with your event
Yes No

Name of the promoter and company.

Address

City, State & Zip

Phone

Will there be entertainment or music?  Yes No

Describe performances:

Please include a list of performers. Attach another sheet if necessary.

Is food to be sold?  Yes No

List food items for sale. Attach another sheet if necessary.

Contact the Cobb County Environmental Health Department for temporary food service permit.
770-514-2323 at least 30 days before your event.

List other items which will be sold with prices. Attach another sheet if necessary.

Will you be selling/serving alcohol? Yes No
If yes, who will be named on beverage license?
Name Phone

Any request to serve or sell alcohol must be placed on the City Council’s agenda. Council
generally meets the 2nd Wednesday of every month and the request must be reviewed by the City

11




Revised 12/30/2015

3 weeks prior to the council meeting.

Who is responsible for clean-up? (Trash must be taken to dumpster(s)/sanitation truck by
applicant or hauled from the site)

Name

Address

City, State, Zip

Phone Number Day Night

CITY SERVICES &UTILITIES

List any electrical needs. Will you be using a DJ, sound equipment, stage lighting, Be as specific
as you can, so we can contact our electrician if necessary. There are 5 power boxes behind the
stage. Each box contains 6, 20 amp circuits for a total of 120 amps per box. There are also
power sources around the perimeter of the Square.

Will you be using City water?  Yes No
There are 2 water faucets in the Square. Hoses will be needed for access.

Is a parade/demonstration/walk planned in connection with this event?
Yes No

Separate permit and additional fees apply. For your convenience this permit is provided in
the packet. Contact Marietta Police Department for more information. (770)

Do you require security? Yes No
Describe your needs

Will you be using private security of Marietta Police?

Will your event include any of the following? Please include on site plan.

Street closures  Yes No

If yes please indicate on map/site plan. All street closures must go to council.

What streets are you requesting to close?

Please indicate what time they will be closed and reopened.

12
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Tents or canopies Yes No Number
Tent Company Info
Tents must be set up so that participants walk on the hardscape. (Glover Park)

Temporary fencing Yes No
Where and what type
Temporary staging Yes No

Who will set up staging

Portable toilets Yes No

Name of Company

Phone Number

Inflatables Yes No

Company

Phone Number

Open Flames or cooking  Yes N

No cooking inside of Glover Park or on the sidewalks.

Will you be using generators? Yes No

Company Phone
Will additional trash receptacles and liners be needed? Yes No
How many?

Parks, Recreation & Facilities will help you decide if you need an additional dumpster or
sanitation truck. You will be responsible for any additional costs.

Please attach a map of your event layout as indicated in the guidelines.

For Parks and Recreation Use Only (initial and date)

Date received received by SE review
DH review
Approved date denied reason

Insurance rec’d

Payments received, please date, list PO #

App.fee Security deposit

Park Use Fee Staff Fee

Miscellaneous Charges

13
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City of Marietta, Georgia
205 Lawrence Street

ﬂ?"fﬂ'tt& Marietta, GA 30060

Directions to the Square

Traveling |-75:

Exit M. Marietta Plwy (et 285).
Southbound I-75 turns right at the
bottom of the exit ramp
Morthbownd |75 tums left at the
biottom of the exit ramp.

At fifth light tum left onto Church
Sireat (one way south).

Drive & blocks to the Manetta Square.
Further to City Hall:

Tumn Left on North Park Square,
At third Bight City Hall will be on left,
parking deck is past the
busilding on the left.

From the "Big Chicken,”

Marietta Plowy at Roswell St -
To City Hall, trawvel west on Roswell 5t
At 3nd right past Mational Cemetery
tum onte Haynes St. k1
At 2ned right, frn right onio Lawrence St
City Hall is on the comer with parking = e
deck past building. 5
Cr to the Square, E
just continute on Roswell Street.

5

January 2005
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