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INTRODUCTION
Thank you for your interest in planning an event in Richmond Hill. Community festivals and events enhance 
the overall quality of life for residents and foster community pride, provide opportunities and places for 
people to connect and get involved and celebrate local culture, heritage and showcase local talent and 
achievements. Richmond Hill recognizes the benefits your events could offer to the community and wants  
to work with you to ensure your event is safe and successful.

Whether you are planning a new event or looking to grow an existing one, this Festivals & Events Resource 
Manual provides information to assist you with the completion of the Festivals & Events Application, guide 
you through the event planning process and give you tools to assist in delivering a safe and successful event. 
Important procedural information is included along with a Quick Reference Chart, and various templates for 
further assistance. We encourage you to review the manual in its entirety.

Event Services staff, in the Community Services Department of the Town of Richmond Hill, along with 
members of the Special Events Advisory Team (S.E.A.T.), are in place to assist you with your event planning. 
S.E.A.T. is comprised of Richmond Hill staff representing various municipal divisions and organizations / 
agencies outside of Richmond Hill, such as Police and Public Health, that facilitate and support events taking 
place on Richmond Hill property and, in some cases, events on private property that have significant impact 
on Richmond Hill services. S.E.A.T. ensures that these events have all of the necessary permits, permissions 
and insurances in place to assist in making the event safe for the organizers, participants, the corporation  
and other residents.

As the organizer, your role will be to follow up directly with the proper departments within Richmond Hill 
regarding items within their jurisdiction relating to the event. Using the Festivals & Events Resource Manual will 
ensure that all necessary approvals will be in place before the actual date(s) of the event. Early applications will 
allow more time for the applicant to resolve any concerns/issues related to the proposed event.

Please note that the submission of a Festivals & Events Application does not guarantee approval of your 
event. Once the application is received, a staff member from the Event Services Team will contact you to 
review your request.

We look forward to working with you to help make your event successful and safe!

https://www.richmondhill.ca/en/shared-content/resources/documents/EventApplication_WEB.pdf
https://www.richmondhill.ca/en/shared-content/resources/documents/EventApplication_WEB.pdf
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TYPES OF EVENTS AND HOW TO APPLY

Festivals & Events on Municipal Property
TYPE # 1 – Festivals & Events That Take Place in Richmond Hill Parks and/or Facilities

This classification includes activities such as festivals, events, concerts, and exhibits, that take place in 
Richmond Hill parks and/or facilities.

Festivals & Events Application

The organizer must complete a Festivals & Events Application form outlining all logistics related to the event 
and must provide the following documentation with the application:

• General event information

• Critical path

• Site map

• Financial statement and event operating budget

• Organizational chart

• Proof of general liability insurance (upon approval of the event)

• Emergency action plan

• Waste management plan

The application will be reviewed by the S.E.A.T. Committee and approval will be granted based on the 
organizer fulfilling all requirements. There may be additional terms and conditions outlined which must be met 
before a permit is granted.

https://www.richmondhill.ca/en/shared-content/resources/documents/EventApplication_WEB.pdf
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TYPE # 2 – Street Events/Street Parties: Events that take place on Richmond Hill streets

This classification includes festivals and events that take place on Richmond Hill streets and may require a 
street closure or lane reduction on a roadway. Those wishing to use sections of the streets as the site for a 
festival or event must receive the approval of all Town and Regional departments affected. This includes an 
event not directly utilizing the roadway which has significant traffic impact on Town streets. Examples include 
festivals, concerts, and community street parties.

In addition to the Festivals & Events Application form, the organizer must provide the following supportive 
documentation:

• Copy of the Street Party & Special Events Application form (additional details can be found on 
page 24).

• Traffic management plan (please refer to page 19 for information regarding parking, parking 
control and parking lots and page 25 for more information regarding Traffic Management Plans).

• Noise exemption application (as per the criteria and requirements found on page 18).

• Volunteer management plan (refer to page 26).

There may be additional terms and conditions outlined which must be met before a permit is granted, as 
noted above under the Festivals and Events Application section.

TYPE # 3 – Festivals & Events that combine the above two types (street and parks/facilities)

This classification includes activities such as parades, road races, fundraising walks, and cycling events that 
take place on Richmond Hill streets and involve the use of, or impact the operation of Richmond Hill parks 
and facilities.

In addition to the requirements outlined for a festival or event taking place in a Richmond Hill park or facilitiy, 
event organizers must also include the following documents with their Festivals & Events application:

• Copy of the completed Parades & Tours application form. (Please refer to page 18 for more 
information).

• Copy of the Road Occupancy Permit from the Region of York (if regional roads are affected).

• Traffic management plan (please refer to pages 19 for information regarding parking, parking 
control and parking lots and page 25 for more information regarding Traffic Management Plans).

• Noise exemption application (as per the criteria and requirements found on page 18).

• Volunteer management plan (refer to page 26).

There may be additional terms and conditions outlined which must be met before a permit is granted, as 
noted above under the Festivals and Events Application section.

IMPORTANT INFORMATION
Application Due Dates

There are two intake dates for Festivals & Events Applications. Applications may be submitted by March 1 for 
events taking place July to December of the same year and September 1 for events taking place January to 
June of the following year.

Current event organizers in good standing will be contacted to submit their event application form for 
returning events to Event Services before the deadline(s).

Event application forms received after September 1 and March 1 respectively will be accepted and processed 
on a first-come, first-served basis. All events are booked and permits are issued based on the availability 
of space, in accordance with the Town’s Facility Allocation Process and at the discretion of the Town of 
Richmond Hill’s Recreation and Culture Division.

https://www.richmondhill.ca/en/shared-content/resources/documents/EventApplication_WEB.pdf
https://www.richmondhill.ca/en/shared-content/resources/documents/555-prc-street-party.pdf
https://www.richmondhill.ca/en/shared-content/resources/documents/EventApplication_WEB.pdf
http://m.richmondhill.ca/documents/parades_tours_application.pdf
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• If your event does take place on a street, (Type #2 & 3) you will need to submit a Festivals & Events 
Application a minimum of 60 days before your event is scheduled to take place.

• If your event will not take place on a street, (Type #1) but will take place in a Richmond Hill park plus a 
Richmond Hill facility, you will need to submit a Festivals & Events Application a minimum of 90 days 
before your event is scheduled to take place.

If your event requires additional permits or permissions, please note the estimated permit timelines in the 
Quick Reference Chart found in the Appendix. Please be advised that fees and timelines can change.

Insurance

All events using Richmond Hill facilities or held on Richmond Hill property must provide Richmond Hill with a  
certificate of Commercial General Liability (CGL) insurance in the minimum value of $5 million per occurrence 
and the Corporation of the Town of Richmond Hill is to be named as an additional insured. The Insurance 
Company must be licensed to operate in Canada and the form must be signed by the Underwriter. Additional 
insurance coverage may be required depending on the scope of the activities. Please refer to page 17 for 
additional information regarding insurance coverage.

Site Map

A proposed site map detailing the layout of the event is required to be included with the Festivals & Events 
Application form. Please refer to page 24 of the manual for a comprehensive list of criteria that must be 
included in the site map.

Supporting Documentation

All required supporting documentation, including proof of insurance(s), licenses, written approvals, etc. must 
be submitted before the permit will be granted.

Payment

In order to confirm a booking, event organizers are required to sign and return the event permit(s) with all 
necessary supporting documentation and full payment.

Security Deposit

A security deposit may be required when running an event on Richmond Hill property. The security deposit 
covers potential damages to Richmond Hill property and/or extra staff clean up required as a result of the 
event. The deposit will be refunded after a successful site audit following the event.

Submission

The completed Festivals & Events Application with the following subject line Festivals & Events Application 
and the name of the event may be submitted in one of three ways:

1. Email Events Services (events@richmondhill.ca)

2. Drop off your application to any Community Centre, attention to Event Services

3. Fax a copy addressed to Event Services – 905-771-2481

Cancellation

Richmond Hill has the right to control all facility rentals and use of Richmond Hill owned facilities/parks. The 
following cancellation provisions will apply to all Event Permits:

• After a contract permit is signed, cancellations will be permitted only if initiated by the contract 
holder and under the following conditions:

• Minimum of ten business day’s written notice is provided to Event Services.

• Payment of a cancellation fee of 25% of permit contract will be applied.

• Less than ten business day’s notification of cancellation, a refund will not be issued.

https://www.richmondhill.ca/en/shared-content/resources/documents/EventApplication_WEB.pdf


FESTIVALS & EVENTS APPLICATION PROCESS
The following chart outlines the steps in the approval process for  

Festivals & Events Applications. It is important to observe the necessary timelines, 
payment information and requirements for submitting supporting documentation 

outlined throughout this manual.

Step One 

Submit Event Application
Complete and submit a Festivals & Events Application to Event Services by  
the required timeline

Step Two

Application Check
Event Services will review applications for accuracy and compliance before  
it is moved to S.E.A.T. for review

Step Three

Application Review
S.E.A.T. consisting of staff from Richmond Hill and external agencies will 
review the applications. S.E.A.T. may request a meeting with the event 
organizer as part of this process. A presentation of the event plan may  
be required

Step Four

Confirmation
Once approved by S.E.A.T., an approval letter will be sent to the Organizer 
outlining the terms and conditions, along with a permit. Payment is due  
upon receipt of the permit

Step Four 

Terms and Conditions
Event Services and other Richmond Hill staff will work with the event  
organizers to ensure all necessary approvals as specified by S.E.A.T. are 
obtained and will serve as a resource to the event organizers. This includes 
a mandatory pre-event meeting and site visit which will be scheduled within 
two weeks of the event date.

. Step Four 

Event Debrief
A meeting with event organizers post-event may be required to review  
and discuss any issues

8
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FESTIVALS & EVENTS GUIDELINES
Richmond Hill recommends all event organizers observe and integrate the following event guidelines 
into the planning and delivery of their events.

To facilitate the application and planning process, a Festivals & Events Planning Toolkit is available on the 
Town website and includes links to helpful resources and templates.

ACCESSIBILITY
Richmond Hill recognizes the diverse needs of all its residents/visitors including people with disabilities. 
Public event organizers must provide a “Barrier Free” environment for visitors to the event. This would 
include well-placed and clearly-signed disabled persons parking spaces, entertainment viewing areas and 
washrooms that are located on paved pathways for ease of access for those with physical challenges. In 
addition, signage at events indicating these areas should be prominently displayed.

For more information about how to make your event more accessbile, please refer to the Guide to Accessible 
Festivals & Outdoor Events which includes a handy Accessible Festival Planning Checklist or contact:

Accessibility Directorate of Ontario Tourism Industry Association of Canada

Phone: 1-866-515-2025 Phone: 416-483-1691

Email: accessibility@ontario.ca Email: info@tiaontario.ca

https://www.ontario.ca/page/accessibility
http://tiac.travel/
mailto:accessibility%40ontario.ca?subject=
mailto:info%40tiaontario.ca?subject=
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ALCOHOLIC BEVERAGES & LIQUOR LICENSES
If you wish to serve or sell alcohol at your event you will need to adhere to both provincial and municipal 
requirements to ensure that you are legally permitted to serve alcohol.

Event organizers must also abide by Richmond Hill’s Municipal Alcohol Policy which is in place to prevent 
alcohol-related problems that arise from alcohol consumption within its facilities and to promote a safe, 
enjoyable environment for those who use these facilities.

In addition to adhering to the municipal policies, event organizers must adhere to all Alcohol and Gaming 
Commission of Ontario (AGCO) guidelines. The AGCO is also responsible for overseeing the administration of 
Special Occasion Permits (SOPs).

If there are plans to serve or sell alcoholic beverages, event organizers must apply for a Special Occasions 
Permit (SOP) from the Liquor Control Board of Canada (LCBO) at least 30 days before the event takes place. 
The SOP Application may be obtained at service stores or downloaded from the AGCO’s website. Once 
completed, the application must be mailed or delivered directly to an LCBO service store for processing.

For outdoor events, the permit holder must contact Richmond Hill’s Office of the Clerk to obtain a Letter of 
Municipal Significance to be included along with the application. If a group other than a charity or non-profit 
entity applies for a Special Occasion Permit, the AGCO requires that the application contain a Municipal 
Resolution or letter from a delegated municipal authority deeming the event “municipally significant”. 
Additional insurance in the amount of $5 million is required and the Corporation of the Town of Richmond Hill 
is to be named as an additional insured.  Please refer to page 17 for additional information regarding general 
liability insurance requirements.

The SOP permit holder must notify in writing York Regional Police, and York Region Community and Health 
Department, as well as Richmond Hill Fire & Emergency Services 30 days before the event. Richmond Hill’s 
Planning and Regulatory Services Department must be notified if a tent, marquee, pavilion or tiered seating is 
used.

The SOP certificate must be visibly posted and the permit area clearly defined and separated from the area(s)
where the SOP does not apply by a minimum 36” (0.9 metres) high partition.

All beverage handlers must be Smart Serve trained and the event organizer must provide copies of their 
certification to Richmond Hill.

For more information regarding the municipal requirements, contact the Office of the Clerk:

Phone: 905-771-8800

Email: clerks@richmondhill.ca

For more information regarding the provincical requirements, contact the Alcohol and Gaming Commission  
of Ontario:

Phone: 416 326-8700

Email: licensing@agco.ca

https://www.richmondhill.ca/en/shared-content/resources/documents/municipal-alcohol-policy.pdf
http://www.agco.on.ca
http://www.agco.on.ca
https://www.richmondhill.ca/en/our-services/Clerk_s-Division.aspx
https://www.richmondhill.ca/en/our-services/Clerk_s-Division.aspx
mailto:clerks%40richmondhill.ca?subject=
http://www.agco.on.ca
http://www.agco.on.ca
mailto:licensing%40agco.ca?subject=
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AMUSEMENT RIDES / INFLATABLES
Events using inflatable amusement devices such as bouncers, bouncy castles and related amusement 
devices taking place in Richmond Hill parks and at street parties must follow stringent risk management 
measures to be considered for approval as part of a festival or event application. Requests are to be 
considered by S.E.A.T. on a case-by-case basis.

Event organizers should be aware of the required permits, licensing and insurance when renting or operating 
an inflatable amusement device. In Ontario, the procedure to follow is outlined by the Technical Standards 
& Safety Authority (TSSA), which can be found at www.tssa.org under the amusement devices section. This 
section of the TSSA website outlines which inflatable devices are deemed to be an amusement device and by 
law require a permit to operate. Copies of confirmation of inspection by T.S.S.A. must be provided to S.E.A.T.

Contracting the installation and operation of the inflatable amusement devices to a reputable company is 
recommended. Event organizers and any designated contractors will be required to adhere to the TSSA 
procedures relating to inflatable amusements and devices.

If your event requires the installation of any object that penetrates the ground a locate must be booked and 
copies of the locate finding must be submitted to S.E.A.T Contact Ontario One Call at 1-800-400-2255 to 
arrange a locate a minimum 30 days in advance of the event, or visit www.on1call.com for more information. 
Additional information regarding utility locates can be found on page 26 of the manual.

In the case of an event using amusement rides/inflatables, the level of general liability insurance required 
by the contractor hired to provide the amusement rides/inflatables shall be written on an occurrence basis 
with coverage for any one occurrence of not less than $5 million ($5,000,000), be endorsed to include the 
“Corporation of the Town of Richmond Hill” as an additional insured, and contain a severability and cross 
liability clause.

For more information, visit the Technical Standards and Safety Authority:

Phone: 1-877-682-TSSA (8772)

Email: customerservices@tssa.org

https://www.tssa.org/
https://www.tssa.org/
http://www.on1call.com/
https://www.tssa.org/
mailto:customerservices%40tssa.org?subject=
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DAMAGES
It is the responsibility of the event organizer to ensure that municipal property is protected from crowd

damage and vandalism during an event. The cost to repair damages to municipal property including any park, 
facility, street or sidewalk etc., will be the responsibility of the event organizer.

Depending on the nature of the event, a damage deposit may be required. The amount of the deposit will be 
indicated on the event permit.

Repair costs will be assessed and communicated to the event organizer by Richmond Hill as soon as 
possible after the event is completed.

In order to mitigate any damages, event organizers may be asked to provide an inclement weather site map. 
For more information, please refer to page 16.

DOGS / PETS / SERVICE ANIMALS
Parks can provide a pleasant environment for people to bring their dogs. Safety of other park users is also a 
consideration however. Dogs are allowed in parks but must be on leash at all times unless in a park specified 
as an Off-leash Dog Park.

A person with a disability and their service animal can go into all areas that the public would normally be 
allowed to go. When planning your event, consider designating a suitable area as a rest area for service 
animals. Make sure to post signs and let volunteers know how to direct people to this area.

ELECTRICAL INSPECTION
If the event is to include amusement rides/inflatables, a concert stage, food trailers, and/or large generators 
to provide power, an electrical inspection is required. An “Application for Electrical Inspection” must be 
obtained from the Electrical Safety Authority (the “ESA”) that will inspect the site prior to operating the device 
to ensure that it is electrically safe.

If utilizing a generator for an event, proper grounding and proper guarding are just as important as making 
proper connections.  All electrical installations that involve a hardwire or camlok connection to a generator 
must be inspected by ESA prior to being energized. It is the responsibility of the event organizer renting the 
generator to obtain a permit from the ESA for inspection in all circumstances, even if the rental company does 
the wiring and the grounding on the organizers behalf.

Request for inspection must be submitted a minimum of 48 hours prior to the production set-up. Permits may 
be obtained by contacting the ESA Customer Service Centre at 905-507-4949. For more information, visit 
www.esasafe.com.

Copies of the inspection report must be submitted to S.E.A.T. prior to the event start.

EMERGENCY / MEDICAL SERVICES / FIRE SERVICE REQUIREMENTS
Depending on the nature of your event and whether significant crowds are expected, the event organizer 
may be requested to provide confirmation that emergency services (Police, Fire and Ambulance services) 
have been contacted and will be on site throughout the event operations. In addition, all event organizers 
must confirm that an Emergency Action Plan has been developed and is in place in the event of a medical 
emergency or otherwise.

York Regional Police Service will determine the required level of paid duty police required. The event 
organizer is responsible for the cost of Paid Duty Police required for an event. Arrangements and related 
costs will be made and paid directly to the York Regional Police Service.

Richmond Hill Fire Chief (or designate) will determine the level of fire protection to be provided. The cost of 
supplemental protection, if applicable, is to be covered by the event organizer. This reimbursement is to be 
made directly to Richmond Hill Fire & Emergency Services.

https://www.esasafe.com/
http://www.esasafe.com
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EMERGENCY ACTION PLAN
Public safety is an important element of event planning. All event organizers who are looking to permit  
events on public and private property must identify methods for mitigating and managing risks associated 
with their event.

Depending on the size of your event, organizers may be asked to submit an Emergency Action Plan for review 
by the S.E.A.T. Committee. Producing an Event Emergency Action Plan (EAP) has a number of benefits that 
will help your organization deliver a safe and successful event as it will assist in:

• Identifying risks or potential risks;

• Identifying the measures to be put in place for the protection and well-being of the public and 
participants who will be attending the event;

• Reducing the risk of loss of life and property damage resulting from an emergency; and

• Identifing the roles and responsibilities of individuals/groups/organizations.

An Emergency Action Plan should include:

• Two event contact personnel, including their cell phone numbers and how they will be contacted in case 
of an emergency;

• Evacuation area with an evacuation route;

• Procedures to be followed in the case of an emergency or disaster;

• Emergency services that are required in case of an emergency or disaster;

• Communication procedures made with the necessary authorities;

• Details of how volunteers and organizational staff have been prepared to handle a disaster or emergency 
situation; and details of how security will be contacted and respond to an emergency or disaster during 
your event.

• Site map outlining the location of the following:

• Emergency Access Route

• Event Information Booth/Incident Centre

• Lost person/reunification areas 

• First Aid Posts

• Security Post

• Potential Hazards (propane, generators, open flame, etc.)

• Public Access Points/Exits
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ENTERTAINMENT
Re:Sound

Re:Sound is the Canadian not-for-profit music licensing company dedicated to obtaining fair compensation 
for artists and record companies for their performance rights. Re:Sound licences recorded music for public 
performance, broadcast and new media.

Richmond Hill maintains a Re:Sound licence. As part of the terms of this license, Richmond Hill requires that 
all events using Richmond Hill property and featuring recorded music pay a Re:Sound tariff. Richmond Hill 
will calculate the necessary Re:Sound tariff for the event and this fee will appear on and be payable under the 
event permit.

For more information, contact Re:Sound by calling 416-968-8870 or email info@resound.ca

SOCAN

The Society of Composers, Authors and Music Publishers of Canada (SOCAN), is a not-for-profit organization 
that represents the Canadian performing rights of millions of Canadian and international music creators and 
publishers. Through licences, SOCAN gives businesses that use music, the freedom to legally and ethically 
use music.

Richmond Hill maintains a SOCAN licence. As part of the terms of this licence, Richmond Hill requires that all 
events using Richmond Hill property and featuring live music pay a SOCAN tariff. SOCAN tariffs are based on 
the number of attendees (paid or free) and the amount paid to the performer(s).

Richmond Hill will calculate the necessary SOCAN tariff for the event and this fee will appear on and be 
payable under the event permit.

For more information about SOCAN, please call 416-445-8700 or email licence@socan.ca.

Standards

The event organizer must ensure that the entertainment associated with a festival or event that is open to the 
public, will be of a positive nature for the enjoyment of both adults and children. Rude or foul language, nudity 
or any form of profanity in verbal form or gesture will not be tolerated.

FILMING
Richmond Hill is a film-friendly community and is committed to assisting and accommodating the film 
industry in any way possible. In order to film in Richmond Hill, a completed Filming Application form and 
Certificate of Insurance must be submitted to Richmond Hill’s Planning & Regulatory Services Department, 
which will review and approve your application. For information pertaining to film permits, contact Planning & 
Regulatory Services at 905-771-8800 ext. 2457.

For questions or comments regarding film locations in Richmond Hill, contact the Economic Development 
Division at 905-771-5483.

http://www.resound.ca/
http://www.resound.ca/
mailto:info%40resound.ca?subject=
http://www.socan.ca/
http://www.socan.ca/
mailto:licence%40socan.ca?subject=
https://www.richmondhill.ca/en/shared-content/resources/documents/913-ecdev-film-app-FINAL-es.pdf
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FIREWORKS / OPEN FIRES / OPEN AIR BURNING
A permit is required for all fireworks displays. Permission from the property owner is required and should be 
obtained prior to applying for a fireworks permit. To obtain a fireworks permit, an application must be completed 
at Richmond Hill Fire & Emergency Services Headquarters located at 1200 Elgin Mills Road East. The permit 
issued is subject to compliance with the conditions specified in By-law No. 77-10, which regulates the sale and  
vending of fireworks and the discharge of fireworks for special occasions. Fireworks can only be discharged 
under the provisions of the By-law which sets out conditions and safety regulations. Further information is 
available by contacting the Fire Prevention Division or visiting the town’s website searching for By-Law 77-10.

To ensure a safe and enjoyable time for all, firework safety tips with respect to purchasing, handling and 
lighting fireworks can be found on Richmond Hill’s website by searching for “fireworks”.

The Open Air Burning By-law states that no person shall set a fire in the open air within the boundaries of the 
municipality or allow a fire to burn without first having obtained a permit from the Chief Fire Official. This does 
not include open air fires, which may be set without having obtained a permit when such burning consists of 
a small, confined fire, supervised at all times and used to cook food on a grill or a barbecue.

Permission from the property owner is required and should be obtained prior to apply for a permit for open 
air burning. To obtain a permit, an application must be completed and returned to Richmond Hill Fire & 
Emergency Services Headquarters located at 1200 Elgin Mills Road East.

For further information please contact Fire Prevention Division at 905-883-5444 or email  
fireprevention@richmondhill.ca.

FIRST AID
It is the responsibility of the event organizer to provide certified first-aid service on site during the operating 
hours of the event through a qualified agency such as York Region Paramedic Services or a private first 
response company. A confirmation letter in this regard must need to be provided in advance of the event to 
S.E.A.T.

FOOD AND PREPARATIONS - PUBLIC HEALTH
York Region Community and Health Services must be informed about events, farmers’ markets or wild game 
dinners that include food vendors, food preparation, personal services and/or a petting zoo. This is to ensure 
compliance with Ontario’s Health Protection and Promotion Act, its regulations and guidelines.

Event organizers are required to complete an Organizer Application Event Form and submit it to York 
Region Community and Health Services 30 days prior to the event and a copy of the application must be 
sent to S.E.A.T. for reference. Organizers are also responsible for ensuring all vendors complete the Vendor 
Application Event Form and submit it to York Region Community and Health Services 10 days before the 
event. Copies of the vendor applications should also be sent to S.E.A.T.

A public health inspector will be in contact with the event organizer before the event.

During the event, Public Health Inspectors may inspect food vendors to ensure proper food handling is 
being implemented and to prevent any health hazard that might result in food poisoning. Often during the 
inspection, immediate corrective action may be required of the vendor and/or organizer. Examples of this are 
providing accurate indicating thermometers, maintaining hot and cold holding temperatures of food, providing 
adequate supplies of potable water for cooking and hand-washing.

For more information, please contact York Region Community and Health Services at 905-895-1231 or email 
York Region Health Connection at HCinspectors@york.ca.

https://www.richmondhill.ca/en/shared-content/resources/documents/390-fireworks-permit-discharge-application.pdf
https://www.richmondhill.ca/en/shared-content/resources/documents/826-open-air-burning-application.pdf
mailto:fireprevention%40richmondhill.ca?subject=
http://www.york.ca/wps/portal/yorkhome/yorkregion/yr/permits/specialeventsfarmersmarketsandwildgamedinners/!ut/p/a0/04_Sj9CPykssy0xPLMnMz0vMAfGjzOI9Hd09PTy8Dbz8TSycDRwN_B29jMwtDCy8zfULsh0VAc66hOY!/#.WJI9dPArL4Y
mailto:HCinspectors%40york.ca?subject=


16

HOT AIR BALLOONS
Events taking place in Richmond Hill parks, looking to offer hot air balloons, either for the purpose of riding in or 
as an attraction, must follow stringent risk management measures in order to be considered for approval as part 
of a Festivals & Events Application. Requests are to be considered by S.E.A.T. on a case-by-case basis.

INCLEMENT WEATHER
Event organizers are responsible for tracking and communicating extreme weather conditions to event 
participants and attendees before and during the event. Hot temperatures, high winds, heavy rain, snow and 
sleet can all pose safety risks for special events. Details of your Inclement Weather Protocol for tracking and 
responding to extreme weather and its effects must be included in your Emergency Action Plan.

Weather conditions leading up to your event date may impact ground conditions. In order to mitigate any 
damages to turf and equipment, event organizers may be asked to refrain from parking vehicles or placing 
any equipment on any fields or grass. As such, event organziers may be required to submit an Inclement 
Weather Site Map outlining the revised layout in the event a contingency is required.

INFLATABLES
See Amusement Rides/Inflatables (see page 11)
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INSURANCE
A standard requirement of hosting an event is obtaining general liability insurance coverage. Event organizers 
are responsible for all participants attending their event. Vendors, suppliers, service providers, entertainers 
and those events where alcohol is to be consumed/sold are required to have insurance coverage. Events will 
not be permitted to take place on Richmond Hill property without acceptable proof of insurance.

Applications for Richmond Hill facilities also require event organizers to supply a copy of The Corporation of 
the Town of Richmond Hill General Liability Form listing the “Corporation of the Town of Richmond Hill” as an 
“Additional Insured” party with a minimum of $5 million ($5,000,000) coverage per occurrence. Proof of the 
requisite insurance coverage(s) must be provided on Richmond Hill’s standard Certificate of Insurance form 
and must be received by S.E.A.T no later than 30 days prior to the first day of the scheduled event.

If the event is to include vehicles, the event organizer will also be required to complete The Corporation of the 
Town of Richmond Hill Certificate of Automobile Insurance evidencing a coverage limit of no less than $2 million 
($2,000,000).

Events that include alcohol; amusement rides or inflatables; fireworks; or require a road closure require 
insurance for $5 million ($5,000,000) naming the “Corporation of the Town of Richmond Hill” as an “Additional 
insured” and must be received a minimum of 30 days prior to the event.

The form must contain the following:

• Name and Address of Insured. The “Named Insured” on the certificate must be the same as the 
organization that is listed as the organizer on the event application;

• Description of event and activities to be insured (i.e. festival / event);

• Dates and times of event (include set-up and tear-down dates);

• Policy number;

• Term of Policy;

• Type of Policy: General Liability Policy;

• Limit of Policy: $2 million or $5 million per claim or occurrence basic/if an aggregate is provided, it must 
be double the primary limit;

• Corporation of the Town of Richmond Hill is added as an “Additional Insured”;

• Name, address and telephone number of Insurance Broker;

• Signature of insurance provider (Agent/Underwriter) not the broker; and

• Name, address and telephone number of Insurer (the insurance company).

All third-party sponsors, suppliers and vendors invited by the event organizer to participate in the event  
must be approved by Richmond Hill staff and must provide a Certificate of General Liability insurance in  
the amount of $5 million ($5,000,000) to the event organizer a minimum of 30 days prior to the event.

For further information contact the Insurance and Risk Management section of the Town’s Corporate & 
Financial Services Department at 905-771-2543.

LOTTERY / RAFFLES / BAZAARS / GAMES
Richmond Hill’s Lottery Licensing Officer, through the Office of the Clerk, issues lottery licenses in 
accordance with the regulations set out by the Alcohol and Gaming Commission of Ontario (ACGO) and 
Richmond Hill policies and procedures. Requests for lotteries include bingos, raffles, break open tickets 
and bazaars. All supporting documents are examined to ensure compliance with various lottery terms and 
conditions.

For more information on obtaining a Lottery License, contact the Office of the Clerk at 905-771-5514, or  
email clerks@richmondhill.ca. For information regarding the provincial requirements, contact ACGO by  
calling 416-326-8100.

https://www.richmondhill.ca/en/shared-content/resources/documents/General-Liability-Certificate-of-Insurance-Form.pdf
https://www.richmondhill.ca/en/shared-content/resources/documents/General-Liability-Certificate-of-Insurance-Form.pdf
https://www.richmondhill.ca/en/shared-content/resources/documents/516-fin-cert-insurance-automobile.pdf
https://www.richmondhill.ca/en/shared-content/resources/documents/516-fin-cert-insurance-automobile.pdf
https://www.richmondhill.ca/en/our-services/Clerk_s-Division.aspx
http://www.agco.on.ca
mailto:clerks%40richmondhill.ca?subject=
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NOISE BY-LAW / RESTRICTIONS
Noise By-law #159-82, Code Chapter 1055, exists to regulate amplified sound and music. In Richmond Hill, 
amplification is prohibited at all times. If using amplified sound at the event, the event organizer will need to 
apply for a “Noise By-Law Exemption”.

Richmond Hill provides notification to York Regional Police Service, 2 District Station and provides the details 
of the event once the Exemption has been granted.

The event organizer is required to provide notification to the area businesses and residences within a 200 
meter radius of the site of the work or function where the noise is emitted with the exact dates and times of 
the amplified sound activities.

A Noise Exemption Permit can be obtained from Richmond Hill’s By-law Department. For further information 
contact the By-law Department at 905-771-0198 or email bylaw@richmondhill.ca

ONTARIO SMOKE-FREE ACT
The Province of Ontario passed new legislation that makes it illegal to smoke on and within 20 metres of all 
publicly-owned playgrounds, splash pads, sports fields, tennis courts and basketball courts. Also, smoking is 
prohibited within 9 metres of facility entrances. Event organizers are asked to enforce this policy and ensure 
event attendees refrain from smoking while attending their events.

York Region Tobacco Control Officers conduct inspections to ensure all enclosed workplaces and public 
places are smoke-free.

More information about the new legislation can be found at www.ontario.ca/page/smoke-free-ontario or by 
calling 416-327-4282.

OVERNIGHT STAYS IN PARKS
As outlined in Parks By-law 942.3.30, remaining overnight in Richmond Hill parks or property is not allowed. 
Richmond Hill may approve overnight parking in special circumstances, on a limited basis.

PARADES & TOURS
Event organizers wishing to host a parade must complete a Parades and Tours Application in addition to the 
Festivals & Events Application. The completed forms must be signed and sent to the Planning & Regulatory 
Services Department, Development Engineering Division a minimum of 30 days prior to the event along with 
the application fee.

Town staff will determine whether a Traffic Management Plan is required. Paid Duty Officer(s), may be 
necessary if deemed as a requirement by the Town.  A copy of the Road Occupancy Permit from the Region 
of York is required, if regional roads are affected.

For more information regarding regional road closure requirements, please contact the Regional Municipality 
of York by calling 905-830-4444 or email permits@york.ca

Photo credit: Chris RobartPhoto credit: Chris Robart

https://www.richmondhill.ca/en/shared-content/resources/documents/535-1055.pdf
mailto:bylaw%40richmondhill.ca?subject=
http://www.ontario.ca/page/smoke-free-ontario
http://m.richmondhill.ca/documents/parades_tours_application.pdf
http://www.york.ca/wps/portal/yorkhome/!ut/p/a1/04_Sj9CPykssy0xPLMnMz0vMAfGjzOKNjEzMPAydDbwMPPwtDDzdzANMXSw8DA28jYAKIoEKDHAARwNC-sP1o8BK8JjgpR-VnpOfBHZNpGNekrFFun5UUWpaalFqkV5pEVA4o6SkoNhK1UDVoLy8XC89Pz89J1UvOVHVAJuOjPziEv0IFIX6BbkRBrpRSZXljoqKAEtNyFU!/dl5/d5/L2dBISEvZ0FBIS9nQSEh/#.WJI64PArL4Y
http://www.york.ca/wps/portal/yorkhome/!ut/p/a1/04_Sj9CPykssy0xPLMnMz0vMAfGjzOKNjEzMPAydDbwMPPwtDDzdzANMXSw8DA28jYAKIoEKDHAARwNC-sP1o8BK8JjgpR-VnpOfBHZNpGNekrFFun5UUWpaalFqkV5pEVA4o6SkoNhK1UDVoLy8XC89Pz89J1UvOVHVAJuOjPziEv0IFIX6BbkRBrpRSZXljoqKAEtNyFU!/dl5/d5/L2dBISEvZ0FBIS9nQSEh/#.WJI64PArL4Y
mailto:permits%40york.ca?subject=
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PARKING / PARKING CONTROL / PARKING LOTS
Event organizers are responsible for ensuring that there is sufficient parking for event attendees. If an event is 
going to impact Richmond Hill parking facilities (both on and off Richmond Hill streets), it is advised that the 
organizer prepare a “Parking Plan” that reviews how these impacts will be managed. A Parking Plan must be 
provided for events with street closures.  The plan should include:

• A review/identification of the applicable Fire Access Routes and Designated Disabled Parking spaces

• The availability of surrounding streets and lots where parking may be allowed

• The provision of organization volunteers on-site (in the parking, and non-parking areas) to provide event 
attendees with appropriate parking information/direction related to the event; and

• Where “Parking” signs on the date(s) of the event will be located to alert drivers where parking is 
available.

Note: You must contact the Building Division to obtain a Sign Permit which allows you to post parking signs at 
various locations on the road allowance.

When hosting an event, please consider the following:

• Additional off-site parking needs to be arranged if on-site parking is insufficient;

• All event attendees should be made aware of parking arrangements and enforcement policies for the 
event.

• Attendees parking in municipal parking lots shall ensure their vehicle is parked in a designated parking 
space.

• Shuttle service(s) should be arranged if off-site parking is required.

Parking on the grass, pathways, in driving lanes, in fire routes, outside of designated parking spaces (i.e. at 
the end of an isle of marked parking), and in designated accessible parking spaces without a valid permit on 
display is prohibited.

Street Parking

Event organizers who rely on access to on-street parking are asked to ensure all event attendees are 
advised to arrive in advance of the event with enough time to park properly, and extend consideration to the 
accessibility of residents in the neighborhood.

Municipal Code 1116.3 states on-street parking regulations, including locational and durational limitations.

Vehicles in violations of applicable regulations may be subject to fines/penalties.

Unless otherwise arranged, all other on-street parking regulations are observed at all times.

Parking control and enforcement

Event organizers with concerns about illegal parking or requiring parking control and enforcement services 
during the hours of their event are asked to call Richmond Hill’s Parking Control Section at 905-771-8860.

Parking during road closures

Any event granted a road closure permit requires all vehicles to be removed from the permitted street(s) 
before the event begins. Vehicles not removed prior to the road closure taking effect may result in vehicles 
being ticketed and towed from the road at the vehicle owner’s expense. Residents who may be affected by 
identified parking restrictions as part of road closures shall be notified by event organizers in advance of the 
event upon the approval of traffic management plans.



20

Vehicles in parks

• Access and entry for emergency vehicles shall be permitted at any time.

• All requests for vehicle access on park grounds must be for the purpose of event set up and take down 
only. Such requests must be submitted in writing with the Festivals & Events Application Form.

• All reversing vehicles must have a minimum of one flag-person outside and to the rear of the vehicle to 
assist the driver with spotting and safety during the reverse manoeuver.

• Designated service vehicles such as golf carts may be approved for use during event hours for purposes 
including the transportation of supplies or garbage.

• Event organizers shall ensure that any granted vehicle access into the park is controlled and supervised 
at all times, and access occurs only at designated access points.

• Event organizer(s) shall ensure that the operation of motorized vehicles in the park will not occur less 
than 30 minutes prior to the event starting and will not occur less than 30 minutes following the event,  
in order to allow pedestrian traffic to clear.

• Unauthorized vehicles will not be allowed on municipal property except in designated parking areas.

Additionally, event organizers should be aware of the following conditions concerning gaining permission to 
allow vehicle access to park property:

• A damage deposit may be required depending on the nature of the event;

• Access will be restricted to designated areas as approved by Richmond Hill’s Parks Department;

• Any costs to repair damages to the park or facility as the result of vehicular access will be the 
responsibility of the event organizer;

• Repair costs will be assessed and communicated to the event organizer within 72 hours of the event 
vacating the event site;

• Vehicle approval will be granted subject to weather and/or ground conditions.

PETTING ZOO / ANIMALS
Festivals & Events Applications that include a petting zoo or animal shows as an attraction must have 
stringent risk management measures in order to be considered for approval. S.E.A.T. will consider requests 
on a case-by-case basis.

Petting zoos/animal shows must comply with Petting Zoo guidelines as outlined by York Region Community 
and Health Services. For more information, contact York Region Community and Health Services at  
905-895-1231 or visit www.york.ca/wps/portal/yorkhome/health/

POLICE SERVICES - PAID DUTY / SECURITY
In the event that large crowds are anticipated and/or security is needed, and/or where a beer garden is 
offered, event organizers may be required to provide police officers for security, crowd control and/or traffic 
control at their expense. A confirmation letter in this regard may need to be provided in advance of the event 
to the S.E.A.T. Committee.

A paid-duty officer is an off-duty police officer performing policing duties for an individual or organization 
other than York Regional Police (YRP). The YRP Duty Coordinator will determine the total number of police 
officers required. Request for police assistance requires at least 4 weeks’ notice and longer for large or 
summer events. A Pay Duty Request Form must be completed, signed and filed by the event organizers.

For further information, contact York Regional Police at 1-866-876-5423 or visit www.yrp.ca/

http://www.york.ca/wps/portal/yorkhome/health/
http://www.yrp.ca/
http://www.yrp.ca/
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PROMOTION / MARKETING
The Richmond Hill logo cannot be used in any promotional and/or marketing material unless Richmond Hill is 
a sponsor for the event.

If Richmond Hill is a sponsor, and the Richmond Hill logo is used, the Richmond Hill Brand Guidelines must 
be followed and any use must be approved by a designated member of Richmond Hill staff.

Event organizers are responsible for promoting their event and are able to submit their event to Richmond 
Hill’s online events calendar. Please be sure to review the criteria to ensure your festival/event is eligible.

In order to submit your event, you will be required to visit the event calendar on Richmond Hill’s website in 
order to complete the following steps:

• Review the criteria to ensure your event is eligible

• Create an account by generating your unique username and password

• Verify your account by clicking on the link provided in your confirmation email

• Once your account is activated, select “Continue to Submit an Event”

• Accept the terms and conditions outlined

• Enter the event details (including date, time, location and other pertinent information) along with 
the primary contact’s coordinates

• Upload attachments (optional)

• Select “Preview” to review the event details and, when you are satisfied with the layout, select  
the “Submit” button

PROTOCOLS
Congratulatory messages from the Mayor are issued at the discretion of Richmond Hill staff to groups, 
institutions, individuals, organizations, or businesses for:

• Conventions,

• Trade shows,

• Festivals,

• City-wide sports tournaments,

• Cultural celebrations,

• Charity fundraising galas/events, and

• Significant anniversaries and awards.

Event organizers should send the request for congratulatory messages to the Mayor’s Office, a minimum of 
four weeks prior to the event. The request should be on the organization’s letterhead and include the following 
information:

• Detailed description of the organization and the event;

• Event date, printing deadline, a brief overview of the event, and contact information; and

• Drafted words and phrases to be included in the letter are welcome.

Letters of Greeting and Message from the Mayor are issued to groups, institutions, organizations or 
businesses. Event organizers are required to fill out and submit an online form to request a Letter of Greeting 
from the Mayor. Requests for a Letter of Greeting from the Mayor must be submitted a minimum of four 
weeks prior to the event/printing deadline for the program.

https://calendar.richmondhill.ca/default/Month
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Flag raisings and proclamations along with the related protocols are the responsibility of the Office of the 
Clerk. To request a flag raising for an event, event organizers must complete the Flag Raising Application and 
submit it at least three weeks prior to the day requested for the raising of the flag. If the request is associated 
with a Proclamation, event organizers must complete an Application for Proclamation. For further information, 
contact the Office of the Clerk at 905-771-8800.

Invitations for the Mayor to attend events are to be sent via email to officemayor@richmondhill.ca or mailed 
to Town of Richmond Hill, 225 East Beaver Creek, Richmond Hill, ON L4B 3P4.

For further assistance, contact the Mayor’s Office at 905-771-8800, ext. 3123.

PUBLIC ACCESS TO PARKS
Public access to park walkways and thoroughfares, as well as parking lots, must be maintained at all times 
during event operations. This includes all play structures for children.

Events requiring paid admission may require the temporary closure of existing walkways or entrances to the 
facility and are to be determined by S.E.A.T. as part of an approved site map.

RICHMOND HILL SERVICES AND EQUIPMENT
In order to assist and support event organizers in their efforts to execute events, Richmond Hill offers a 
number of resources, both services and equipment, for a fee. Please refer to the Tariff and Fee Schedule on 
the Richmond Hill website. Service and/or Equipment Fees will be included on the event permit.

The following is a list of some of the equipment and services available. Please note: the rates are subject to 
change and are based on two hour time slots.

Portable Stage Rental Rate
Delivery/Pick-Up at Richmond Green $ 546.90

Per Hour Use at Richmond Green $ 60.15

Delivery/Pick-Up within Richmond Hill $ 860.61

Per Hour Use within Richmond Hill $ 117.71

Equipment & Services Rate
A-Frame Rental & Delivery (per unit/event) $ 43.12

BBQ Rental (per event) $ 79.95

Folding Table/Chair Rental & Delivery (per event) $ 160.63

Garbage Can Rental & Delivery (per event/can) $ 5.39

Picnic Table Rental (per event/six tables) $ 147.69

Port-O-Let Rental (per event) $ 172.12

ROAD OCCUPANCY (PARTIAL/FULL CLOSURES)—TEMPORARY
Applicants requiring occupancy of a Richmond Hill road, that may affect movements of traffic, are required to 
provide a “Traffic Management Plan”(TMP) with their parade/events permit application, showing the specific 
location of the road occupancy.

The TMP shall show the requested road occupancy, affected traffic movements, and the locations and 
provisions to facilitate detouring of affected traffic movements that will be used to alert road users (motorists, 
cyclists, pedestrians) of the pending road occupancy. The TMP shall be consistent with applicable legislations 
and the guidelines and practices as prescribed within the Ontario Traffic Manual Book.

Contact the Transportation Section of Planning & Regulatory Services at 905-771-8800 ext. 2457 for further 
information. Applicants requiring a temporary road closure of a Regional Road should contact York Region for 
a Road Occupancy Permit.

https://www.richmondhill.ca/en/shared-content/resources/documents/662-richmond-hill-proclamation-request-application.pdf
mailto:officemayor%40richmondhill.ca?subject=
https://www.richmondhill.ca/en/shared-content/resources/documents/679-tariff-of-fees.pdf
https://www.york.ca/wps/portal/yorkhome/yorkregion/yr/permits/roaduseandroadsignpermits/!ut/p/a0/04_Sj9CPykssy0xPLMnMz0vMAfGjzOI9Hd09PTy8Dbz8TSycDRwN_B29jMwtDCy8zfULsh0VAc66hOY!/#.WJJXSPArL4Y
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SIGNAGE
Sign By-law 52-09, regulates the size, location and number of signs that are permitted on any property, 
business and/or at festivals and events in Richmond Hill. Temporary signage for events requires approval 
from Richmond Hill’s By-law Division. For further information, contact Planning and Regulatory Services at 
905-771-2438.

As outlined in the Services & Equipment section above, event organizers have the option of permitting up 
to 12 –A frames which can be placed at intersections along high-traffic areas in Richmond Hill. The cost for 
each A-frame rental and delivery is $42.28. The A-frames can accommodate artwork that is 4’ x 4’. We highly 
recommend it is printed on coroplast. The artwork must be dropped off at the Richmond Hill Operations 
Centre, 1200 Elgin Mills Road East to the attention of Parks Operations. A separate permit must be obtained 
through York Region since this signage infringes on regional roads as well.

The following is a link to York Region’s Road Use and Road Sign permit page:

Temporary Road Signs Permit

The Region does not charge any fees for Community Events and the lead-time for approval is approximately 
one week.

This permit covers temporary “A” Frame signage (stickers) that indicate you have approval to advertise your 
community event.

Signs can be erected up to two weeks prior to the event and must be removed within 24 hours of the 
conclusion of the event.

A maximum of 12 permits can be issued for an event.

A separate Certificate of Insurance for $2,000,000 is required (on York Region’s form).

For more information regarding Temporary Signs for Community Events, Event Organizers are directed to 
contact York Region directly:

Phone: 1-877-464-9675, ext. 75700

Email: permits@york.ca

https://www.york.ca/wps/portal/yorkhome/yorkregion/yr/permits/roaduseandroadsignpermits/!ut/p/a0/04_Sj9CPykssy0xPLMnMz0vMAfGjzOI9Hd09PTy8Dbz8TSycDRwN_B29jMwtDCy8zfULsh0VAc66hOY!/#.WJJXSPArL4Y
mailto:permits%40york.ca?subject=
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SITE MAP
A site map detailing the layout of all event activities and equipment is to be submitted by the event organizer 
along with the Festivals & Events Application. This will help the organizer plan the event in advance, be a 
valuable tool during the event, and help to ensure the safety of all visitors to the event.

The site map should include the location of:

• Food, beverage and retail vendors;

• All temporary and permanent structures (tents buildings etc.);

• On/off site parking;

• Toilets and handwashing stations;

• First Aid;

• Garbage and recycling receptacles;

• Barricades and number of barricades;

• Fire lane and fire extinguishers;

• Emergency Vehicle Access Points and public entrances and exits;

• Sound stages and amplified sound;

• Residential streets surrounding event, showing how vehicles will access to/from the site; and

• Indicate North direction.

Refer to the Festivals & Events Planning Toolkit for a Site Map Template to assist you in creating a site map 
specific to your event.

STREET EVENTS
Event organizers wishing to host a parade must complete a Street Party & Special Events Application in 
addition to the Festivals & Events Application. The completed forms must be signed and sent to the Planning 
& Regulatory Services Department, Development Engineering Division a minimum of 30 days prior to the 
event along with the application fee.

Town staff will determine whether a Traffic Management Plan is required. Paid Duty Officer(s), may be 
necessary if deemed as a requireemtn by the Town. A copy of the Road Occupancy Permit from the Region 
of York is required, if regional roads are affected.

For more information regarding regional road closure requirements, please contact the Regional Municipality 
of York at 905-830-4444 or email permits@york.ca

https://www.richmondhill.ca/en/shared-content/resources/documents/555-prc-street-party.pdf
https://www.york.ca/wps/portal/yorkhome/yorkregion/yr/permits/roaduseandroadsignpermits/!ut/p/a0/04_Sj9CPykssy0xPLMnMz0vMAfGjzOI9Hd09PTy8Dbz8TSycDRwN_B29jMwtDCy8zfULsh0VAc66hOY!/#.WJJXzPArL4Y
https://www.york.ca/wps/portal/yorkhome/yorkregion/yr/permits/roaduseandroadsignpermits/!ut/p/a0/04_Sj9CPykssy0xPLMnMz0vMAfGjzOI9Hd09PTy8Dbz8TSycDRwN_B29jMwtDCy8zfULsh0VAc66hOY!/#.WJJXzPArL4Y
mailto:permits%40york.ca?subject=
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TENTS OR TEMPORARY STRUCTURES
A Site Plan Agreement application is not required for the erection of temporary tents and structures, for the 
purpose of special events, that are to be installed for 14 days or less. Richmond Hill’s Planning & Regulatory 
Services Department can, if needed, assist and consult with event organizers on Building Permit and Zoning 
requirements.

Tents

A building permit is required for a tent or group of tents provided the tent or group of tents are:

• More that 60m² (646 sq. ft.) in aggregate ground area,

• Attached to a building, and

• Constructed less than 3m from other structures.

A building permit is required for the erection of performing/festival stages that are more than 10m² (108 sq. ft.) 
in area and more than 600 mm (24 in.) above finished grade.

For more information, contact Planning & Regulatory Services - Building Division at 905-771-8800, ext. 5536.

Temporary Structure

If a temporary structure is planned for the event, the event organizer must notify the Ministry of Labour 
particularly if the temporary structure:

• Will be used for multi-day events;

• Requires large equipment, such as cranes, to assemble the temporary structure; or

• Requires separate temporary structures for sound, lighting, pyrotechnics, video equipment, etc.

Contact the Ministry of Labour at 1-877-202-0008 for further guidelines.

TRAFFIC MANAGEMENT PLAN
Any temporary road occupancy requires a Traffic Management Plan (TMP) to be developed for permit applications.

The purpose of the TMP is to achieve satisfactory levels of safety for road users and event participants. As 
such, it is critical to comply with applicable legislation, regulations, by-laws, and guidelines.

Identified detour routes in the traffic management plan should be similar to roadway characteristics of the 
requested partial/full road closures such as volumes, road configurations, and speeds.

Clear TMP’s must be provided to Richmond Hill that:

• Identify the limits and durations of requested road occupancy;

• Indicate the location of the event, street names and /or parks to identify the site;

• Specify necessary traffic control devices such as barricade locations and identify all types of signage as 
per Ontario Traffic Manual;

• Identify a detour route for vehicular/cycling/pedestrian traffic;

• Indicate additional parking restrictions in support of requested road occupancy;

• Indicate the drop off locations and quantity of barricades;

• Indicate the quantity and placement of closure signs; and

• Identify the placement of policy officers and/or volunteers.

A Conceptual TMP, to assist you in creating a plan specific to your event, may be found in the Festivals & 
Events Planning Toolkit. Transportation Section of Planning and Regulatory Services staff will review the 
Traffic Management Plan and may suggest additional provisions as necessary.

Contact the Transportation Section of Planning and Regulatory Services at 905-771-8800, ext. 2457 for 
further information.

https://www.labour.gov.on.ca/english/
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UTILITY LOCATES / INSPECTIONS
Underground utilities (including hydro, gas, or irrigation lines) may be buried below the surface of municipal 
property and utility locates (the search for underground services) are required prior to staking or digging.

If your event requires the installation of any object that penetrates the ground including fence posts, tent 
poles/ pegs, and sign installation on municipal parkland, a locate must be booked and copies of the locate 
finding must be submitted to S.E.A.T.

Contact Ontario One Call at 1-800-400-2255, or visit www.on1call.com to arrange a locate a minimum 30 
days prior to the event.

VEHICLES IN PARKS
For the safety of the general public, as well as to protect our parks, the access of vehicles to park grounds 
is for the purposes of event setup and take down only and is restricted to designated areas as approved by 
Richmond Hill staff.

The event organizer will ensure that vehicle access into the park is controlled and monitored throughout the 
event at the access points designated, allowing entry to emergency vehicles only, during event operating 
hours. The conduct of vehicle operators involved before, during or after the event will fall under the 
responsibility of the event organizer. If a vehicle is being operated in a manner that Richmond Hill staff finds 
unsafe to the public, the vehicle will be immediately banned from the premise and will have to carry out 
loading and unloading from a location outside of the park.

The site map drawing must include any vehicles, subject to Richmond Hill approval, which will be left in the 
park area during the event.

Designated service vehicles such as golf carts for transporting supplies or removing garbage may be 
approved for use during event hours upon application to Richmond Hill staff.

The cost to repair any damages to the park or facility will be the responsibility of the event organizer. Repair 
costs will be assessed and communicated to the event organizer by Richmond Hill staff as soon as possible 
after the event is completed.

Richmond Hill staff will review the location of all services with the event organizer as part of the site map 
submission.

In the event of inclement weather prior to event set-up, the event organizer may be asked to refrain from 
parking vehicles on the grass as per the Inclement Weather section on page 16.

VOLUNTEERS
Volunteers are the backbone of any festival or event. It is important the event organizers create a Volunteer 
Management Program (VMP) to ensure that enough manpower exists on all levels to ensure the success of 
the festivals/events and to develop their own volunteer management practices. The VMP should include:

• Designing Volunteer Roles;

• Recruiting for Volunteer Roles;

• Screening and Intake of Volunteers;

• Orientation and Training of Volunteers;

• Supervising & Evaluating Volunteers; and

• Recognizing Volunteers.

A VMP also includes policies and procedures, risk management strategies and an understanding of voluntary 
sector trends.

Affiliated community groups can access Richmond Hill’s volunteer database by email  
volunteers@richmondhill.ca or calling 905-884-0855, ext. 224.

http://www.on1call.com
mailto:www.on1call.com?subject=
mailto:volunteers%40richmondhill.ca?subject=
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WASHROOMS / HAND WASH STATIONS
Proper planning is essential to ensure that the number of toilets and handwashing stations are adequate for 
peak attendance numbers for the event in order to protect the health of those in attendance and reduce the 
risk of spreading disease. Information as to the number of toilets and handwash stations must be included on 
the Organizer Application Form submitted to York Region Public Health.

The following factors should be considered when planning an event as they will have some influence on 
the number and type of facilities required as well as provide help in preparing the grounds and developing 
contingency plans:

• Duration & layout of the event;

• Type of event;

• Type of crowds and any special requirements;

• Possible weather conditions;

• Whether the event is pre-ticketed and attendance numbers known;

• Whether food and beverages will be available;

• Whether alcohol will be consumed;

• Whether finishing times are staggered if the event has multi-functions or activities; and

• A maintenance schedule for the toilet and hand washing stations should be set up to ensure that facilities 
are cleaned and supplies replenished as needed.

• For events with a duration of more than one day, the units must be serviced a minimum of once daily

• The suggested formula for the number of washrooms is one per 50 people and a minimum of one 
handwashing station for every four restrooms.

Event organizers should always have a contingency plan in place in the event that attendance exceeds the 
anticipated numbers and additional toilet and handwashing stations are needed on short notice. Toilet and 
handwashing stations should be placed in strategic locations that are easily accessible to people in all areas 
and/or venues at the event as well as easily accessible for needed servicing and maintenance during the 
event. Organizers must ensure the appropriate numbers of washrooms are available for use by people of all 
abilities. Signage should be in place to direct people to the facilities. Lighting should be provided if the event 
takes place at night.
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WASTE MANAGEMENT PLAN
Event organizers are responsible for the clean-up and removal of garbage and debris from the permitted 
event site. Managing event waste can be challenging given the large amount that is generated over the 
duration of the event.

Event organizers must ensure that the grounds are provided with an adequate number of receptacles for 
all waste that is generated. The placement of receptacles and the number needed will depend on the event 
grounds layout and should be placed as follows:

• In high traffic areas such as near spectator stands, seating areas, toilet and handwash areas, and 
activity areas along walkways from food booths to where events are being held.

• In close proximity to food booths (Note: these receptacles should be covered).

To facilitate the disposal and recycling of waste, it is recommended that event organizers include the following 
in their plan:

• The use of plastic bags as liners for receptacles is recommended to allow for frequent and easy 
removal.

• A commercial disposal bin for each waste stream should be provided at large festivals and events 
and emptied as often as is necessary and at minimum once a day.

• A maintenance schedule should be set up to monitor and empty garbage receptacles.

Communicating your Waste Management Plan (WMP) to vendors and volunteers is important to ensure that 
everyone does their part to manage and divert waste. Event organizers and event attendees are strongly 
encouraged to participate in Richmond Hill’s waste diversion programs: Blue Box program and Green Bin 
program. Event organizers can better manage event waste and help to control waste management costs by 
providing event attendees with the opportunity to properly dispose or recycle their waste.

A WMP is beneficial to both the event organizer and Richmond Hill to better understand the amount and type 
of waste that the event will generate. Having this information will allow event organizers to develop a waste 
diversion plan ahead of time.

To assist you in creating a plan specific to your event, you can find a WMP Template in the Festivals & Events 
Planning Toolkit. A WMP must accompany your Festivals and Event application.

For tips on how to make your festival or event more environmentally friendly, please visit Greenfestivals.ca

http://greenfestivals.ca/
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QUICK REFERENCE CHART

Permits, fees and timelines for various divisions of the Town of Richmond Hill
Please be advised that fees and timelines can change.

Town 
Division

Details
Permit or 
Service Fee

Timelines Contact Info

Alcohol and 
Gaming  
Commission

Special Occasion Permit Yes 4-6 Weeks
416-326-8700 
licensing@agco.ca

Building/Planning Erect temporary sign / sign variance Yes 4 Weeks 905-771-9996, ext. 5536

Building/Planning Permit to erect tent / structure Yes 6 Weeks
905-771-9996, ext. 2438 
planning@richmondhill.ca

Corporate and  
Financial  
Services

Insurance Information No 4 Weeks 905-771-2543

Economic  
Development

Filming Locations $274 plus HST N/A
905-747-6382 
pat.hosein@richmondhill.ca

Electrical Safety 
Authority (ESA)

Permit for inspection of temporary electrical 
equipment and generators

Yes 4-6 Weeks
1-877-ESA-SAFE 
905-507-4949

Fire Services - 
Prevention

Fireworks Permit Yes 4 Weeks
905-883-5444 
fireprevention@richmond-
hill.ca

Fire Services - 
Prevention

Open Air Burning Permit Yes 4 Weeks
905-883-5444 
fireprevention@richmond-
hill.ca

Mayor’s Office Invitation for the Mayor No 4 Weeks 905-771-8800, ext. 3123

Mayor’s Office Letter of Greeting No 4 Weeks 905-771-8800, ext. 3123

Mayor’s Office Message from the Mayor No 4 Weeks 905-771-8800, ext. 3123

Office of the Clerk Flag Raising No 4 Weeks
905-771-8800 
clerks@richmondhill.ca

Office of the Clerk Letter of Municipal Significance Yes 4 Weeks
905-771-8800 
clerks@richmondhill.ca

Office of the Clerk Lottery Licence Yes 4 Weeks
905-771-8800 
clerks@richmondhill.ca

Ontario One Stakeout of park or area No 4 Weeks 1-800-400-2255

Parks Equipment Rental Varies Variable
905-771-8800 
parks@richmondhill.ca

http://www.agco.on.ca/forms/en/1575_a.pdf
https://www.richmondhill.ca/en/shared-content/resources/documents/559-sign-bylaw-variance-application-form.pdf
https://www.richmondhill.ca/en/shared-content/resources/documents/888-site-plan-application-guide.pdf
https://www.richmondhill.ca/en/shared-content/resources/documents/General-Liability-Certificate-of-Insurance-Form.pdf
https://www.richmondhill.ca/en/shared-content/resources/documents/913-ecdev-film-app-FINAL-es.pdf
https://www.esasafe.com/business/esasaf-permits-and-inspections/esasafe-inspection-requirements
https://www.esasafe.com/business/esasaf-permits-and-inspections/esasafe-inspection-requirements
https://www.richmondhill.ca/en/shared-content/resources/documents/390-fireworks-permit-discharge-application.pdf
https://www.richmondhill.ca/en/shared-content/resources/documents/826-open-air-burning-application.pdf
https://www.richmondhill.ca/en/our-services/Clerk_s-Division.aspx
https://www.richmondhill.ca/en/our-services/Clerk_s-Division.aspx
https://www.richmondhill.ca/en/our-services/Clerk_s-Division.aspx
https://www.richmondhill.ca/en/shared-content/resources/documents/662-richmond-hill-proclamation-request-application.pdf
https://www.richmondhill.ca/en/our-services/Clerk_s-Division.aspx
https://www.richmondhill.ca/en/our-services/Clerk_s-Division.aspx
http://www.on1call.com/
https://www.richmondhill.ca/en/shared-content/resources/documents/679-tariff-of-fees.pdf
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Town 
Division

Details
Permit or 
Service Fee

Timelines Contact Info

Planning and  
Regulatory  
Services

Film Application Yes 4 Weeks 905-771-9996, ext. 2457

Planning and  
Regulatory  
Services

Noise Exemption Permit Yes 4 Weeks
905-771-0198 
bylaw@richmondhill.ca

Planning and  
Regulatory  
Services

Parades and Tours Application $232 4 Weeks
905-771-8800 
pat.hosein@richmondhill.ca

Planning and  
Regulatory  
Services

Parking Services No 4 Weeks 905-771-8860

Planning and  
Regulatory  
Services

Street Party Application $232 4 Weeks 905-771-8800

Recreation & 
Culture

Festivals & Events Application No 90 Days 905-771-8800

Recreation & 
Culture

Facility / Park Booking Yes As Required 905-771-8870

Recreation & 
Culture

Event Planning Assistance No As Required 905-771-5507

TSSA Amusement Rides Yes
Contact 
directly

1-877-682-8772 
customerservices@tssa.org

York Region Temporary Regional Road closure permit No 2 Weeks
1-877-464-9675, ext. 
75700 
permits@york.ca

York Region  
Community and 
Health Services

Approval to operate food vending No 4 Weeks

905-895-1231 (live) 
905-830-4444  
(automated) 
1-877-464-9675 (toll-free) 
info@york.ca

York Region  
Community and 
Health Services

Special Event Organizer Application No 4 Weeks

905-895-1231 (live) 
905-830-4444  
(automated) 
1-877-464-9675 (toll-free) 
info@york.ca

York Region  
Community and 
Health Services

Vendor Application Forms No 4 Weeks

905-895-1231 (live) 
905-830-4444  
(automated) 
1-877-464-9675 (toll-free) 
info@york.ca

York Regional 
Police

Provision of Paid Duty Officers Yes 6 Weeks
1-866-876-5423 
info@yrp.ca

https://www.richmondhill.ca/en/shared-content/resources/documents/913-ecdev-film-app-FINAL-es.pdf
http://m.richmondhill.ca/documents/parades_tours_application.pdf
https://www.richmondhill.ca/en/shared-content/resources/documents/555-prc-street-party.pdf
https://www.richmondhill.ca/en/shared-content/resources/documents/Festival-Event-Application.pdf
https://www.richmondhill.ca/en/register-apply-or-pay/Book-a-Facility.aspx
https://www.tssa.org/
https://www.york.ca/wps/portal/yorkhome/yorkregion/yr/permits/roaduseandroadsignpermits/!ut/p/a0/04_Sj9CPykssy0xPLMnMz0vMAfGjzOI9Hd09PTy8Dbz8TSycDRwN_B29jMwtDCy8zfULsh0VAc66hOY!/#.WJJa5_ArL4Y
http://www.york.ca/wps/portal/yorkhome/yorkregion/yr/permits/specialeventsfarmersmarketsandwildgamedinners/!ut/p/a0/04_Sj9CPykssy0xPLMnMz0vMAfGjzOI9Hd09PTy8Dbz8TSycDRwN_B29jMwtDCy8zfULsh0VAc66hOY!/#.WJJbGPArL4Y
http://www.york.ca/wps/portal/yorkhome/yorkregion/yr/permits/specialeventsfarmersmarketsandwildgamedinners/!ut/p/a0/04_Sj9CPykssy0xPLMnMz0vMAfGjzOI9Hd09PTy8Dbz8TSycDRwN_B29jMwtDCy8zfULsh0VAc66hOY!/#.WJJbGPArL4Y
https://www.yrp.ca/en/index.asp
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