~ Town of Lunenburg

: :Special Tvent License
Policy

Waealcome and Instructions

The Town of Lunenburg is proud of the strong sense of community that exists amongst its residents, To further this
sense of community the Town is happy to welcome special events from athletic events to concerts to community
festivals. The goal of the Town of Lunenburg is to ensure that these events are safe and successful, while minimizing
the impact on our residents and businesses. The following instructions are intended to assist applicants in planning and
preparing to carry out their special event.

Please review the instructions, and rules and regulations governing special events. Complete the attached application
and submit it to the Town of Lunenburg, Town Manager’s Office, 17 Main Street, Lunenburg, MA 01462. If you have
any questions please contact the Town Manager’s Office at 978-582-4130 x 144,



APPLICATION FOR SPECIAL EVENT LICENSE

EVENT DATE:

EVENT DESCRIPTION:

RAINDATE:

LOCATION:

ANTICIPATED ATTENDANCKE:

HOURS OF USE:
FROM AM/PM TO AM/PM

HOST ORGANIZATION/APPLICANT:

CONTACT PERSON:

PHONE: EMAIL:

INSURANCE COVERAGE (see agreement/policy for details)

APPLICATION AGREEMENT: (PLEASE READ IN FULLBEFORE SIGNING)

The undersigned agrees that the information provided is true and correct and hereby accepts full
responsibility for any breakage/damage to property or building, The Town, its representatives and/or
employees are indemnified and held harmless against all claims, damages, losses, and expenses including
attorney fees arising out of any negligent act or omission of the signer, any agent, directly or indirectly,
by them or anyone for whose acts by them may be liable, except where caused by the active negligence or
misconduct of the Town,

The undersigned agrees to provide an insurance certificate listing the Town as the named insured. The
signature on behalf of the individual/organization signifies that they agree to abide by all of the
conditions, the special event policy and any permit/license based on this application.

The applicant agrees to obtain any other permits or licenses that may be required by law, rule or
regulation for the above event,

Date:

Signature

Print Name



Policy for Special Events

A Special Tivent is an eventAotivity hosted by a private paxty held on public property or an event open to
the general public held on private property: A license for a Special Tvent is requirved wlhen any item in
Category A is answered Yes or when any combination of 7 items in Category B is answered Yes.

Category A

1

Is the Event scheduled to be a multi-day event?

2

Are camping or overnight activities part of the event? (There shall not be any camping or lodging

permitted on property owned by the Town of Lunenburg)

3. Is the Iivent vequesting the use of Town property? (If the event does not {rigger any ifems in

Category I3 please see the Town Manager for permission fo use property ovwned by the Town of
Limenburg)

4, 'Will the eveut require that a street be elosed?
5. Is the event Tor Profit or is there a mandatory fee for enfry/participation?

Category B

1. Will the event have amplified music or enfortainment?
2, Does the event require tha use of a generator or a Town power source?

3. Are you proposing to erect any tents or temporary structures?

4. Will a stage e erected for the event?

5. Ave there any mechanical vides or inflatables proposed?

6, Does the event require the use of a public water supply or the organizer to bring in potable water ?

7. Will the event provide sanitary lacitities?

8. Will food be served at the event?

9, Will there be animal rides or a petting area?

10. Will there be a swimmniing area at the event?

11, Will alcohol be available at the event?

12, Will vendors be present at the event?

13. Is Bvent attendance expected to exceed 100 people?

14. Will the event bo requesting Traffic Control or Seeurity coverage {rom the Police Dept.?

15.Ave you requesting the use of any Town Building?

Special events may inelude, but are not necessarily limited to, athletic fournaments, concerts, fairs,
festivals, holiday celebrations, parades, road or bicyele races, trainings and workshops, Properties may
hold multiple Special Events, with a maximum of 5 day or 2 multi-dayovernight events per private
property, in a calendar year given that the appropriate licenses, permits, approvals and inspections are in




place. No 2 multi-day events may be conducted at the same property with less than ninety (90) days
separating the events and no 3 single day events mtay bo held within a ninety (90) day period.

Uses and aetivities permitted through the Chapter 250 of the Code of Lumenburg and associated with the
existing primary use of the sife where they take place shall not be considered to be Special Events.

Individaals or organizations wishing to hold Special Tivents on public or private property must obiain a
Special Event License from the Town of Lamenburg, Special Fvent License Applications must be [iled a
minimum of ninety (90) days prior to the avent, lailure to do so may result in the denial of application.

During the review and license issnance process the Select Board reserves the right to impose additional
reasonable conditions to any Special Event License.

Tixemptions: The following events are exempt from Special Event Licensing:

s Town Events held on Town Property, inchuling school and Town league sporting events permified
by the Lanenburg Public Schools and/or the Tiunenburg Parks Department

e Hvents held by Homeowners Associations located on common property held by said Association
and for its membership.

¢  Training Activifies condneted by local, state, and/or federal publie safety entitics,

Public Hearing: Once a complete license application is filed with the Select Board, a date for a public
hearing shall be set and the applicant shall be notified. Notice of the hearing shall he published by the
Solect Board, at the applicant's expense, in a newspaper of genoral cireulation in not less than 7 days
belore the day of said hearing, Nofice of the hearing shall be given to all owners of real estate abutting
upon the land specified in the license application or lying within 200 feet of the subject parcel, all as
appearing on the most recent tax Hst. The Select Board will arrange for the publication and fransmission
of the notice of the hearing to the abutters, and the costs will De billed to the appheant. Final approval for
the license shall not be made until all hearing fees hiave been paid in full,

A, The Ticensing Authority’s final action, rendered in writing, shall consist of either:

(1) Approval of the Speeial Event License based upon determination that the proposed event is
siifable and in eompliance with the standards set forth in this Policy; or

(&) Disapproval of the Special Event License based upon a determination that the proposed event does
not meet the standards set forth in this Policy; or

(8 Approval of the Special Tivent Ticense subject to any condition, modification or restriction
required by the Select Board which will ensave that the project meets the standards set forth in
this Bylaw,

License Posting: Special Fvent Licenses should be posted at greeting areas or main entrances at events.

Event organizers and managers are reminded that they may be asked, by Town staff, fo show proof of the
license during the event.

Timing Fvents are prohibited from conducting activities, inclnding set up and/or take down, after 22,00
and before 07:00. Loudspeakers, amplified musie, bullhorn or public address systems during cvents are
strictly regnlated and must be part of the license,




Special Tvents may span muitiple days and inclede on-site camping (as permitted by the Boaxd of Health)
but shall not exceed 3 days and/or 2 overnights.

Alcohol/Drug Use: Alcohol is prohibited on all Town of Lunenburg public property, including
buildings, parks, playgrounds, fields, ete, Any evant on private property may provide alcohol for a. fee,
provided that there is striet compliance with the Town of Lunenburg policy regarding such (Town of
Tamenburg Board of Selectmen Policies and Procedures, as amended). Bring Your Own Bottle (BYOB)
Licenses shall not Dbe issued for Special Iivents. Private events that serve alcohol for free or allow
participants to provide their own alcohol shall not be subject to this provision.

Recreational use of drugs shall be prohibited at any Licensed Special Event that takes place on property
owned by the Town of Lunenburg, This shall be deemed to include marijnana,

Restrooms/T'rash/Cleanup: The Town of Lanenburg may require event organizers to provide temporary
foilet facilities. Temporary toilet facilities must be cleaned daily or as required by the Lunenburg Boaxd
of Health, Treash must be disposed of in approved containers. Trash piclup and disposal is to be performed
by a hauler approved by the Lunenburg Board of Tealth. The applicant must clean the right-ol-way or
public property of all rabbish and debris, returning it to its pre-event condition at the conclusion of the
event, I the applicant fails to clean up debyris and trash within forty eight (48) hows of the close of the
event, cleanup will be arranged by the Town and charged to the applicant.

Traffic & Parking: Parking is permifted in designated areas only, The event organizer will be
responsible for providing a parking plan to the Lunenburg Police Department for their approval, Parking
may nof interfere with event enfrances or emergency access,

Traffic and Parking Plans shall nof violate Chapter 332 of the Code of Lunentng,

Signs: Signs are permitted with the approval of the Building Inspector. No signs may be affixed {o trees,
buildings or street furnituze,

Approved signs may also be requirved by the Town of Lunenburg to assist in fraffic confrel and to
communicate tenmporary restrictions during the event.

Smoking: Smoking is prohibited in or on all Town of Lunenburg properties including, on school grounds,
and all parks, fields, aud/or playgrounds.

Hireworks: Fireworks are not permitted within the Town of Lunenburg without proper licensing,

Tents/Sleeping Trailers: Tents, over 400 square feet and trailers require an inspeetion and any necessary
permits from the Town of Lunenburg Building and Fire Departments. Such structnres require a flame
resistant certificate issues by an acceptable testing laboratory, and site plan indicating a fire lane
accessing the tent(s) or trailer(s), a fire extinguisher on-site and acknowledgement that no smoking,
fireworks, or open flames will be permitted in the tent(s) or trailer(s).

Small personal tents and personal eamping trailers (pop-ups and similar) are exempt from this provision.

Security/Traffic Control: Events may require the hiring of police officers to provide for security and/or
traffic control,




Buffer Zone: All Special Tivents shall talee place no less than one lndred feot (100) from an abutting

residential property. Upon submission of a written regquest supported by docnmentation the Board of
Selectmon may rveduce this distanco based on the sizoe and scope of the event.

First Aid/Medical: Bvents may require provisions for first aid and medical personnel. Per Chapter 26 of
the Code of Lunenburg, the Lunenburg Fire Departmoent must be contacted to defermine if BMT services
are required and if the Lunenburg Fire Deparfment is capable of providing personnel for the detail.
Should the Lunenburg Fire Department be unable to provide personnel arrangements should be with a
private service Tor the event. The Fire Department can provide a list of contacts,

Accessibilify: Any Special Tvent liconsed through the Town of Lunenburg shall be accessible to all
persons who may attend. This includes the provision of accessible paking spaces, paths, restroom
Tacilities and any other reasonable accommodations that may be required.

Tivent Layout: All Special Fvent Applications shall inelude an Event Layout Plan that includes;
—» Site Access
- Parking Areas
— Restroom Hacilities
-» Required Buffer Zone
-» Location of any abutting houses
— Food Service Area (if applicable)
— Sleeping Accommodations (if available)
— Wetlands on the property (if’ applicable)
— First Aid Station (if applicalle)
— Alcoho! Serving Aveas (if applicable)
— Tocation of Stage or Entertainment (if applicable)
— Route of Race (if applicable)
~3 Any Additional Event Features nof Iisted.

Enforcement; Town of Lunenburg Police, Ifive or other stalf so designated by the Town Manager, may
inspect, the premises prior to and during, Special Iivents for compliance with the license and any
conditions issued by the Select Board, Violations of the approved license will requive corrective action and
depending on the severity of the vielation may resuit in the vevocation of the Special Iivent License.
Failure to obtain a License, multiple and/or vepeated violations may result in a prohibition from applying
for future licenses (or the event organizer.

Town of Lmnenburg Police Fire or other staff so designated by the Town Manager, may request that a
resident, event employee, or participant leave any park or publie facility for violation of the rules and
regulations.

Insurance: All applicants must provide a certificate of insurance in the minimum amount of $ 1,000,000
for conmuercial general Hability as a precondition for obtaining licenses. The Certificate of Insurance
must include all coverage deemed necessary for the event, as specified by the Town of Lunenburg and
Town Counsel, inclnding indemmification and hold harmless clause. The Cervtificate of Insurance nmst
name the Town of Lunenburg as an additional insured on applicable policies. This Cerfificate and
verification of Workers Compensation Coverage must be submitted to the Town Managers Office no later
than ten (10) business days prior to the date of tlie event. Final Special Tvent Licenses will not be issued




without submission of a Certilicate of Insurance reflecting the necessary Workers Compensation Coverage
to comply with State Law,

Additional Permitting and Cost Requirements: Depending upon the Special Event, additional permits
may be regnired by the Town of Lunenburg Departments. These may include, but arve not limited fo,
permits for temporary food, food preparation, campground, athletie field use, merchandise sales, ete, The
organizers of the event are responsible for obtaining any additional permits or licenses aud are responsible
for any additional costs incurred by the Town of Lunenburg as determined by represontatives of each
Town Department before the issnance of the Special Bvent Permit.

Appeals: Any person or persons aggrieved by the decision of the Select Board in the issnance or denial of a
Special Tvent License retains the right to appeal through the process and procedure outlined in Chapter

249 g4 of the General Laws
( 5
! J



Special Event License Process:

Tiling of Special Iivent. License
Application & Supporting Material
With Boaxrd of Selectmen

Distribution of Material to
Relevant Departments for Review

Meeting of Relevant Departments
To discuss event coordination

Town Stall fo BOS.

BOS Public Hearing on
Speeial Fvent Liconse

Vote on Special vent
License Issuance

[ Submission of Comments from

Upon Affirrimitive
Vote Insurance Certificate
‘Will be submitted

A

Issnance of Final
License




MASSACHUSETTS DEPARTMENT OF REVENUE

REVENUE ENFORCEMENT AND PROTECTION ATTESTATIO
REAP

I certify under penalties of perjury that I, to the best of my knowledge and belief, have filed all
state tax returns and paid all state taxes required by law,

*Signature of Individual or Corporate Name (Mandatory)

By: Corporate Officer (Mandatory, If Applicable)

*# Social Security Number (voluntary) or Federal Identification Number

*Licenses or permits will not be issued unless this certification clause is gigned by the applicant.

** Will be furnished to the MA Department of Revenue to determine whether you have met tax filing or
tax payment obligations. Licensees who fail to correct their non-filing or delinquency will be subject
to license suspension or revocation. This request is made under the authority of M.G.L. Chapter 62C,
§ 49A.



The Conumonwealth of Massachusetts
Department of Industrial Accidents
Office of Investigations
Lafayette City Center
2 Avenue de Lafayette, Boston, MA 02111-1750
www.mass.govwdia
Workers’ Compensation Insurance Affidavit: General Businesses

Applicant Information Please Print Legibly

Business/Organization Name:

Address:
City/State/Zip: Phone #:
Are you an employer? Check the appropriate box; Business Type (required}):
1.LJ 1am aemployer with employees (full and/ 5. [ Retait
ot part-time).* ' 6. || Restaurant/Bar/Eating Establishment
2.L1 lamasole proprictor or paftnershlp and‘ have no 7. [] Office and/or Sales {incl. real estate, auto, etc.)
employees working for me in any capacity.
[No workers' comp. insurance required) 8. ] Non-profit
3.[L] We are a corporation and its officers have exercised 9, ] Entertainment
their right of exemption per . 152, §1(4), and we have 10.0] Manufacturing
no employees. [No workers® comp. insurance required}** 11.[] Heelth Car
4,[] We are a non-profit organization, staffed by volunteers, ' oa are
with no employees. [No workers’ comp. insurance req.] | | 12.L] Other -

*Any applicant that checks box #1 must also fili out the section below showing their workers’ compensation policy information,
**f the corporate officers have exempted lhemselves but the corporation has other employees, a workers’ compensation policy is required and such an
organization should check box #1,

I ani an employer that Is providing workers’ compensation insurance for my employees. Below Is the policy Information.
Insurance Company Name:

Insurer’s Address:

City/State/Zip:

Policy # or Self-ins, Lic, # Expiration Date:
Attach a copy of the workers’ compensation policy declaration page (showing the policy number and expiration date),

Failure to secute coverage as required under § 25A of MGL ¢, 152 can lead to the imposition of criminal penalties of a fine up
to $1,500.00 and/or one-year imprisonment, as well as ¢ivil penalties in the form of a STOP WORK ORDER and a fine of up to
$250.00 a day against the violator, Be advised that a copy of this statement may be forwarded to the Office of Investigations of
the DIA for insurance coverage verification.

T do hereby certify, under the pains and penalties of perjury that the information provided above is frue and correct.

Signature: Date:

Phone #:

Official use only. Do not write in this area, to be completed by city or town afficial,

City or Town: - Permit/License #

Issuing Authority (check one):
1] IBoard of Health  2.[7] Building Department 3] City/Town Clerk 4.DLicensing Board
5[] Selectmen’s Office 6, [ JOther

Contact Person: Thone #:

wiww.nass. gov/dia



THE COMMONWEAL TH OF MAGSACHUSETTS
EXBEQUTIVE OFFIOE OF PUBLIC SAFETY AND SEOURITY
anaﬂmant of ovlu:m}aé #‘g%t?igg inl?rmallon Borvioos 200
TeL AN ?TWW 5a0. Hﬁ’f’ﬁw AR
This fore la hot {o Bo faxad, Plaaso re\ul i form to organtzation .
Crimlnal Offender Record Information (CORY)
Aolinowledgement Forin

To be used by organizaliona condugling COR| oheoks for employment or tivenalng purposes,

Town of Lunshbtig 13 reglsterod unter the
{Organizallan)

provislons of M.3.L. 0.8, § 172 lo reoslve GORY for the purpose of soreening surrent ahd otherwise qualiNed prospeciive
oinployaes, subgonlraclors, volunteers, flconse applioants, or curfen fleconsens,

As a prospaalive or olirrant employos, subsanlrastor, veluntaar, loense applloant o currant lloanses, | underatand that a
COR| chack will ba submillad for my personal information to the DOJIS, | heraby acknowledge and provida penntsslon {o
Town of Lunenburg

{Organizalion)
to submit & CQRI chaak for my Informallon 1o the DCNS, This autharkzation Is valld for one year fram tha date of my
signaturs, | may withdiaw this au!horlzauon af any time by provkiing Town of Lunenbtirg
{Ordunizallon)
with wilttens nolles of my Intent lo wilbdraw conaent to a CORI ohack, ,
| afso understand, that Jown of Lunenburg may conduot

{Organizalion)
subsstuent CORI chacke williin one year of lhe date s Form wae slgnad by me,

By sighing below, | provide my consant to & QORI sheck and affirm thal the iMormation provided on Page 2 of this
Acknewledgemaent Form Is frue and acourate, )

Slgnature of CORI Subject Dalo




THE QOMMONWHALTH OF MASSAGHUBETYTS
BXEGUTIVE OFPIOE OF PUBLIC SAFETY AND 8EQURITY
Dopnrlmont of Criminal Justiee Informulion survluus
00 Arlinglon Straal, Sulle 2200, Chelsea, MA 02186
TEL ew 6804040 | TTY; 017,000:4600 | FAX: 617600-6070 |

MASB,G0VI0) I8

SUBJECT INFORMATION
Please complele this eenllon uslng e Ivformalion of the peraon whone COR| yolt ara raquesling,
The flelds marked with an asterisk("y are required fislds.

* FlratName: MidcHa Inittal:

t |astName!

Sufflr{Jr,, 8r.,,0lo}
Former Last Name 1:

Foriner Last Name 2!

Fonmar Last Name 3:

Formar Last MName 4

* Date of Blith (MM/ICD/YYYY): Place of Blrihy:

| agt 81X diglls of Seclal Ssourlly O No Soolal
Nuhiker, . Bocurily Numbay
Sex; Helght: .., A, _ 1n, EyaColon Race;
Driver's Ligense oriD Number, Stute of lusue!

Fathar's Full Namae!

Mothar's Firat, Last, & Malden Name:

Surrant Atdrogs

* Streel Addroas:

Apl# or Sulle! iy 'Siate: *Zlp:!

SUBJECT VERIFICATION

* The above informatlon was veriflad by ravlewing the following form{s} of government-lzsued identifioallon:

Varlflad by:

Prnt Name of Veslfying Employes

Al

Slynaitira of Yorifving Employeo Dalo



