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CITY COUNCIL ACTION MEMO I
To: Honorable Mayor and Members of City Council

From: Jennifer Bell, Downtown Manager

Date: December 16, 2014

Re: Change in ARTICLE IX. ASSEMBLIES, DEMONSTRATIONS AND PARADES

THE ISSUE: As the City, especially in the downtown, has placed more emphasis on events there
has been an increase in Special Event Applications from 77 in 2012 to 90 in 2014. There are new
groups organizing events and this has led to questions about the permits required and
procedures in holding events as well as the city’s view on special events. There have also been
increased administrative costs incurred by the application review process. The changes being
proposed to Article IX will clarify several minor issues with the existing ordinance. Recommended
changes will also grant the authority for fees to be charged to applicants. The attached Special
Event Policy will offer greater clarity to the City of Winchester event process.

RELATIONSHIP TO STRATEGIC PLAN: Develop a High Performing Organization; Create a
More Livable City For All and the Revitalization of Historic Old Town.

BACKGROUND: After Council established a Community Event Policy as a Strategic Plan
Priority, the Old Town Development Board began working on developing a policy for Old Town.
Many of the principles and information in the policy were applicable to the City of Winchester as a
whole. They recommended that the policy they developed be sent to Council. A stakeholder
group of event organizers was invited to give feedback and suggestions on a draft Special Event
Policy. After staff review of the document, it was edited and made increasingly user friendly with
many changes occurring to the original in order to develop the affached Special Event Policy. In
order to provide greater clarity to the event process and offset some costs the city incurs from
events the Draft Special Event Policy was developed including recommended permit fees.

BUDGET IMPACT: This action will have a positive impact on the current fiscal situation since the
City will be receiving reimbursement for costs already being absorbed by the operating budget of
each department.

OPTIONS: The options are as follow:

1. Approve the ordinance as drafted to allow for the collection of fees.
2. Change the fee structure to standardize fee collection based on services rendered by the

City to the event.
3. Make no changes to the existing ordinance prohibiting the possibility of any fees being

collected.

RECOMMENDATIONS: Staff recommends that the Council adopted the revisions to Article IX as
drafted and approve the use of a Special Event Policy.



AN ORDINANCE TO AMEND ARTICLE IX OF THE WINCHESTER CITY CODE
PERTAINING TO ASSEMBLIES, DEMONSTRATIONS AND PARADES

WHEREAS, Winchester Police Department believes the current version of Article IX can be
confusing to the public and does not allow for the collection of fees; arid.

WHEREAS, it is the belief of City that ordinances should be clear; and,

WHEREAS, Common Council for the City of Winchester believes that the implementation of such
changes will he of benefit to the citizens of the City of Winchester.

NOW therefore be it ORDAINED that Article IX of the Winchester City Code is hereby amended
as follows:

ARTICLE IX. ASSEMBLIES, DEMONSTRATIONSAND PARADES

SECTION 14-146. PURPOSE.

14-46 MOTOR VEHICLES AND TRAFFIC
Pursuant to the authority granted to the city by the Code of Virginia and its general police powers, the
city does hereby adopt the following sections in order to provide for the public health, safety and
general welfare in the city, to ensure the free and safe passage of pedestrians and vehicles on the public
rights-of-way, and to ensure the safe and unimpaired use and enjoyment of public property in places
open to the general public and otherwise to regulate and control the time, place and manner of
activities that would otherwise threaten or impair the public health, safety, and welfare in the city while
also encouraging the exercise of the rights to free speech and assembly in the city. (Ord. No.19-2006, 5-
3-2006)

SECTION 14-147. DEFINITIONS.
The following terms shall have the meanings set out herein:
(a) Parade means any march, demonstration, procession or motorcade consisting of people, animals,

or vehicles, or a combination thereof upon the streets, sidewalks or other public areas within the
city with an intent or likely effect of attracting public attention that interferes with or has a
tendency to interfere with the normal flow or regulation of pedestrian or vehicular traffic upon
the streets, sidewalks, or other public property.

(b) Public assembly means any meeting, demonstration, picket line, rally or gathering of more than
ten (10) people for a common purpose as a result of prior planning that interferes with or has a
tendency to interfere with the normal flow or regulation of pedestrian or vehicular traffic upon
the streets, sidewalks, or other public property within the city or that interferes with or has a
tendency to interfere with the normal use of any public property in a place open to the general
public.

(c) “Spontaneous event” shall mean an unplanned or unannounced coming together of people.
animals or vehicles in a parade or public assembly which was not contemplated beforehand by
any participant therein and which is caused by or in response to unforeseen circumstances or



events occasioned by news or affairs first coming into public knowledge within live (5) days of
such parade or public assembly.

I (d) “Special Event” means any “Public Assembly” which occurs upon City property or that requires
the closure of City streets, sidewalks 01. parks or where it is anticipated that over twenty-five (25)
people may gather and participate, or which requires licenses and permits by City departments
beyond the assembly permit required by this Section. This may include but is not limited to fairs,
festivals, carnivals, sporting events, foot runs, markets, dances, and exhibitions.

SECTION 14-148. PERMIT REQUIRED.
(a) It shall be unlawful for any person to conduct or participate in a parade, public assembly, or

special event unless a written permit has not been issued in accordance with the provisions of this
article.

(b) The provisions of this permit shall not apply to:
(I) Spontaneous events;
(2) Recreational activities, including jogging or walking, that do not require closing public streets
or other public streets or other public rights-of-way and that do not interfere with or have a
tendency to interfere with the normal use of any public property in a place open to the general
public;

(3) Door-to-door advocacy, including canvassing, pamphleteering, religious or political
proselytizing and the distribution of written materials, and similar activities that do not interfere
with or have a tendency to interfere with the free passage of pedestrians and vehicles on the
public rights-of-way or the normal use of any public property in a place open to the general
public;
(4) Door-to-door sales of goods or services, and similar activities that do not interfere with or
have a tendency to interfere with the free passage of pedestrians and vehicles on the public
rights-of-way or the normal use of any public property in a place open to the general public;
provided, however, that any persons or organizations engaging in such activities shall comply
with any other applicable requirements of the code of the City of Winchester;
(5) Funeral processions;
(6) Students going to and from school classes or participating in educational activities,
provided that such conduct is under the immediate direction and supervision of the proper
school authorities;
(7) The United States army, navy, air force and coast guard, the military forces of the state
and the police and fire divisions of the city;
(8) A governmental agency/agencies acting within the scope of its functions; or
(9) Park and recreation areas that are regulated by the city’s Parks and Recreation
Department.

(c) Permits may be granted if they are requested by individuals or organizations who
desire to have a permit, even though the permit is not required under this section.

SECTION 14-149. APPLICATION.
I (a) Any person desiring to conduct a parade LspeciaI event shall make written application to the

Chief of Police, or his designee, at least sixty (60) days prior to such parade or event. Any person
desiring to conduct a public assembly shall make written application to the Chief of Police, or his
designee, at least five (5) days prior to such public assembly. Such application shall set forth the
following information:



(I) The name, address and telephone number of the person requesting the permit;
(2) The name and address oiaiiy organization or group the applicant is representing;
(3) The name, address and telephone number of the person who will act as the parade or
public assembly leader or chairman and who will be responsible for the conduct of the parade
or public assembly;
(4) The type of parade, public assembly, or special event, including a description of the
activities planned during the event;
(5) The date and time (start and ending) of the parade, pLiblic assembly, or special event;
(6) The specific location or locations where the parade, public assembly, or special event is to
be held;
(7) If a parade, the specific assembly and dispersal locations, the specific route, and the plans,
if any, for assembly and dispersal;
(8) The approximate number of people who, and animals and vehicles which will constitute
such parade or public assembly and the type of animals and a description of the vehicles;
(9) A statement as to whether the parade, public assembly, or special event will occupy all or
only a portion of the width of the streets or sidewalks or other public rights-of-way proposed
to be traversed or used;
(10) A description of any recording equipment, soLmd amplification equipment, banners,
signs, or other attention-getting devices to be used in connection with the parade. public
assembly or special event; and
(11) Such other information as the Chief of Police, or his designee. may deem reasonably
necessary in order to properly provide for traffic control, street and property maintenance,
administrative arrangements, police and fire protection, and for the protection of public
health, safety and welfare.

(b) The Chief of Police, or his designee, shall not issue the permit if any information supplied by the
applicant is false or intentionally misleading.

(c) The Chief of Police, or his designee, shall have the authority to and shall make reasonable efforts
to consider an application hereunder which is filed less than five (5) days before the date the
parade or assembly is proposed to be conducted if, after due consideration of the date, time, place
and nature of the parade or public assembly, the anticipated number of participants and the city
services required in connection with the event, and where good cause is otherwise shown, the
Chief of Police, or his designee determines that the waiver of the permit application deadline will
not present an undue hazard to public safety.

(d) A permit will not be issued ‘I until the reqpired permit fee ispaid LIp’)I
outlined in the administrative special event policy as approved by the

City Manager. Fees or portions of fees can he waived for events supported by the city through

SECTION 14-150. ISSUANCE OR DENIAL OF PERMIT.

(a) The Chief of Police, or his designee, shall issue the permit within three (3) days of’ receipt of a
completed application for a public assembly, and within thirty (30) days of receipt of’a
completed application for a parade or special event; but, in any event prior to the scheduled
parade or public assembly if the application has been timely submitted and it has been
determined by the Chief of Police that the proposed parade, public assembly or special event



will not endanger the public health, welfare or safety, applying the following criteria and
finding that:

(I) The time, duration, route and size of the event will not unreasonably interrupt the safe
and orderly movement of vehicular or pedestrian traffic or the normal use of public
property in a place open to the general public;
(2) The event is not of such a nature that it will require diversion of so great a number of
police and fire personnel to properly police the line of movement in the areas contiguous
thereto so as to impair the normal protection of the remainder of the city;
(3) The applicaiit has, where appropriate, designated monitors sufficient to control the
orderly conduct of the event in conformity with such permit;

(4) The conduct of the event will hot unduly interfere with the proper fire and police
protection of, or ambulance service to, the remainder of the city, or unreasonably disrupt
other public serv ices and protection normally provided to the city;
(5) The event will not interfere with another event for which a permit has been granted;
(6) The event proposed will not violate, and will conform with all applicable state
regulations and laws governing the proposed event and
(7) If alcoholic beverages are to be served at the event, the applicant must comply with
all applicable provisions of the State Code and local ordinances pertaining to serving and
consumption of alcoholic beverages. Additionally:

a. The applicant may be required to demonstrate that adequate measures have
or otherwise will be taken to ensure the safety of persons who may
become impaired or intoxicated at the event.

b. The applicant may be required to demonstrate that adequate measures have
or otherwise will be taken to ensure that underage persons are not served
or permitted to consume alcoholic beverages at the event.

c. The possession of open containers and consumption of alcoholic beverages
is strictly prohibited upon any public school grounds or public park
within the City. No permit shall be issued to any applicant where alcohol
is to be served upon public school grounds or in a public park.

d. The Chief of Police shall call upon the members ofa special advisory
committee appointed by the City Manager to assist in determining
whether adequate measures to ensure public safety are available for a
proposed parade or public assembly where alcoholic beverages are to be
served.

(8) The required fee. as determined, has been received upon approval of the application.

(b) For parades, special events, or public assemblies held on a regular or recurring basis at the
same location, an application for an annual permit covering all such parades or assemblies
during the calendar year may be filed with the Chief of Police, or his designee, at least sixty
(60) days before the date and time at which the first such parade or special event is proposed to
commence and at least five (5) days before any public assemblies. The Chief of Police, or his
designee, may and shall make reasonable efforts to waive the minimum period after due
consideration of the factors specified in subsection (c) in the previous section.



(c) If the Chief of Police, or his designee, denies an application, he shall promptly mail to the
applicant a notice of’ his action, stating the reasons for his denial of the permit, and notifying
the applicant of his right to appeal the denial pursuant to Section 14-155 of this article.

(d) If two or more applications are submitted requesting a permit under this article for au event to
be used at the same time aiid place, the application first filed shall be granted if it meets the
requirements of this article;

(e) Nothing in this article shall permit the Chief of Police, or his designee, to deny a permit based
upon political, social or religious grounds or reasons or based upon the content of the views
expressed. Denial of a permit on such grounds is prohibited.

SECTION 14-151. ALTERNATIVE PERMIT.
The Chief of Police, or his designee, in denying a permit for an event shall be empowered to
authorize the conduct of the event on a date, at a time, at a place, or over a route different from that
proposed by the applicant. An applicant desiring to accept an alternate permit shall file a written
notice of acceptance with the Chief of Police, or his designee. An alternate permit shall conform to
the requirements of and shall have the effect of a permit under this article.
(Ord. No. 2012-06, 4-10-12)



AUACHMENT A

SPECIAL EVENT MOU

_________________________________________________

has applied for a Special Event Permit with the

Winchester Police Department. We recognize that the issuance of this permit is contingent upon the
following conditions:

1.

2.

3.

4.

5.

We understand if these conditions are not met then the Chief of Police may deny our application or
rescind our Special Event Permit at any time, including during the event, in which case the event
would have to cease operations.

Organization Name

_________________________________________

Applicant Name

__________________________________________

Address

_________________________________________

Phone # home cell

Signature



JURISDICTION SPECIAL EVENT FEES FOR SERVICES COMMENTS
ORDINANCE

Blacksburg Yes Yes Require application
fee and charge for
excess services by
police.

Harrisonburg Yes Yes Fee for barricades
and extra police
patrol @$35/hour

Leesburg Yes Yes Required to pay for
services deemed
necessary by Town

Fredericksburg Yes Yes Working on policy.
Currently have
mixed processes.

Staunton No Unknown
Charlottesville Yes Yes Fees very dependent

on number of
people attending
event and if alcohol
will be served.

Frederick County No No
Waynesboro No Unknown
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Events that provide a benefit to 
the larger community and fit 
within the capacities of 
developing a vibrant city.  

A permit is required for any 
“special event” or “public 
assembly” which occurs upon 
City property which requires 
the closure of the City streets, 
sidewalks or parks or where it is 
anticipated over 25 people may 
gather and participate. Article 
IX Section 14 – 146 - 157 of City 
Code. 

Special Events 

 

Special Events provide 
opportunities to promote 
community welfare and quality of 
life, help build a sense of 
community, showcase local and 
regional talent, enrich cultural 
opportunities, draw residents and 
first-time visitors to the City of 
Winchester, contribute to the 
economy of the community and 
establish an active community.   

The City of Winchester recognizes 
the benefits and opportunities 
made available through Special  
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Guiding Principles 

It is the aspiration of this policy that all events will foster a vibrant 
engaging environment for our residents, stakeholders, and visitors. Such 
events should not incur a financial drawback to city taxpayers while 
offering, when possible, reasonable profit opportunities to merchants. 

Partnerships between the City, event sponsors and the community are 
valuable in ensuring successful events. We recognize that events require 
logistical support and commitment from the sponsoring entities and that the City requirements may 
represent a significant portion of an event’s costs. When setting fees and conditions for events, the City has 
considered impacts on the event’s costs while balancing the City obligation to protect public health and 
safety, and provide financial oversight to the citizens of Winchester. In general, special events will provide full 
cost recovery to the City. Outside entities receiving financial assistance for special events from the City are 
required to provide the Council or their designee with a business plan and/or provide a full disclosure of all 
expenses and revenues related to the event.  

It is our goal to have successful cost-effective special events that enrich and enliven the community and 
provide opportunities for the use of volunteer services from volunteer agencies and organizations when 
deemed feasible and practical, and when cost savings will be achieved that will not negatively impact public 
health, welfare and safety. 

Application Process for All Events 

The Chief of Police or designee serves as a resource to advise and 
guide organizations seeking to host events within the City of 
Winchester. Any public gathering or special event that requires use 
of any portion of public property within the City of Winchester must 
first submit a special event application at least 60 days prior to the 
event and complete all necessary documents in order to obtain 
approval from the Chief of Police or designee. There is no guarantee 
that an event will be approved solely based upon the submission of 
an application.  The City of Winchester has the authority to block off 
days specifically for city-sponsored events in which private entities 
may not compete.  

Private events on private property do not require a Special Event Permit but may be subject to permitting 
such as for amusement devices or vendors. 

Approval Process for All Events 

All applications must be submitted to the Winchester Police Department. Upon receipt, the application will 
be forwarded to applicable City Departments and Agencies for review and returned to the Police Department 
with any comments. The Chief of Police will give final approval or denial of an application and the applicant 
will be notified. A signed Memorandum of Understanding may be required between all parties involved. 

Important Contacts 
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Commissioner  

of the Revenue: 

(540) 667-1815 

 

Health Agent:

(540) 722-3480  

 

Zoning and  

Inspections: 

(540) 667-1815 

Old Town  

Winchester: 

(540) 535-3660 

 

Parks and 

Recreation: 

(540) 667-4946 

 

Winchester 

Police 

Department: 

(540) 545-4722 
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Special Events Application Check List 

Before submitting a Special Event Application, be sure to review the items listed below, as applicable to your 
event.  All applications must include the * items. 

Submitting Your Permit Application 

To complete the application process, send all required information to the City of Winchester Police 
Department, 231 E Piccadilly Street, Winchester, VA 22601 at least 60 days prior to the requested event date.  
If additional information is required you will be notified. Once an event is approved you will receive an official 
permit and statement of applicable charges. The permit will not be approved until payment is received. 
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Complete the City of Winchester Special Events Application* 

  
Complete and Sign the Hold Harmless Agreement.* 

  
A Certificate of Insurance listing the City of Winchester as Additionally Insured.* 

  
An Endorsement Page issued by insurance company.* 

 Obtain VA ABC permit if serving alcohol. Visit http://www.abc.virginia.gov/licensing/banquet.htm 
for information or call the Regional ABC Office at (540) 332-7800. Fees apply. 

 
Obtain Health Department permit if serving food. Call (540) 722-3480 for information. Fees apply. 

  
Contact Winchester Parking Authority if requesting use of any public parking. (540) 722-7575 

  Contact Old Court House Civil War Museum if planning to use the area in front of the Court House. 
(540) 542-1145 (Additional permissions required by neighboring property owners.) 

 Obtain permit and schedule inspection for tents greater than 900 sq. ft. Call Zoning and Inspections 
at (540) 667-1815 for information. Tent Permit Application Fees apply. 

  Obtain permit and inspection for inflatables.  Call Zoning and Inspections at (540) 667-1815 for 
information. Amusement Device Permit and Information Fees apply. 

 Obtain permit and inspection for stages.  Call Zoning and Inspections at (540) 667-1815 for 
information. Building Permit Application (temporary structure) Fees apply. 

  Order portable restrooms; 1 per 100 people expected to attend. Call the Heath Department at (540) 
722-3480 for information. 

  Contact Commissioner of the Revenue for appropriate reporting and tax collection information, if 
charging admission. (540) 667-1815 

 Contact Commissioner of the Revenue for appropriate reporting and tax collection information, if 
food or merchandise will be sold. Submit Vendor List to Commissioner of the Revenue and Treasurer. 
(540) 667-1815 

 Obtain Fireworks permit issued by Fire & Rescue Department if requesting to launch fireworks. Call 
the Fire Marshall’s office at (540) 662-2298 for information. Fireworks Permit Application Fees apply. 

  
If having a parade, submit Event Site Plan, including Parade Route. 

  
Submit check for application fee made out to the City of Winchester. 

http://www.abc.virginia.gov/licensing/banquet.htm
http://www.winchesterva.gov/sites/default/files/documents/planning-zoning/app_for_tent_permit_2013.pdf
http://www.winchesterva.gov/building-inspections/amusement-device
http://www.winchesterva.gov/sites/default/files/documents/planning-zoning/app_for_bldg_permit_code_yr_2012_fillable.pdf
http://www.winchesterva.gov/sites/default/files/documents/fire-rescue/Permit-Application-Fireworks.pdf
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Useful Information when planning an event in the City of Winchester 

ALCOHOLIC BEVERAGES: 

If alcoholic beverages are to be served at the event, the applicant must comply with all applicable provisions of 
the State Code and local ordinances pertaining to serving and consumption of alcoholic beverages. 
Additionally:  

 The applicant will be required to demonstrate that adequate measures have or otherwise will be taken to 
ensure the safety of persons who may become impaired or intoxicated at the event.  

 The applicant will be required to demonstrate that adequate measures have or otherwise will be taken to 
ensure that underage persons are not served or permitted to consume alcoholic beverages at the event.  

 The possession of open containers and consumption of alcoholic beverages is strictly prohibited upon any 
public school grounds or public park within the City. No permit shall be issued to any applicant where 
alcohol is to be served upon public school grounds or in a public park.  

 A copy of the ABC License must be submitted to the City of Winchester prior to the event. The event must 
serve in a restricted area to meet ABC guidelines and restrict any alcoholic beverages from being taken 
outside the restricted area. Additional security details are required and the number will be set by the Chief 
of Police or a designee. Key staff will be required to attend mandatory ABC training and have one trained 
supervisor at each location serving alcohol. Volunteers serving alcoholic beverages are expected to receive 
basic training and not drink during the event. Organizers must develop a means of identifying those of age 
and those not of age that is approved by the ABC. No alcohol should be served after 11 p.m. The City of 
Winchester reserves the right to deny, restrict, or cause to cease the serving of alcohol either prior to the 
event or during the event. 

COSTS FOR SPECIAL EVENTS:  

Anyone hosting an event in the City of Winchester must pay a permit fee. The fee costs vary depending on the 
type of event being held. Event organizers are expected to cover all costs associated with required security, 
safety, electricity use, water use, and trash removal in order to protect the health, welfare and safety of 
citizens and should submit a plan with their application including names of private providers who will provide 
these services.  

SPECIAL EVENT PERMIT FEES: 

A permit fee must be submitted with the Special Event Permit Application. Fees will not be refunded if the 
event is cancelled only if the permit is denied. The fees are administrative fees based on the complexity of the 
event. If the event meets any of the criteria of the higher permit fee designation they must pay the higher fee. 

 General Special Event Permit Fee  $50 
Applies to: Events with less than 100 participants which do not involve blocked streets, do not require 
inspections and will not serve alcohol. 

 Intermediate Special Event Permit Fee $150 
Applies to: Events with vendors or ones utilizing city electricity 

 Advanced Special Event Permit Fee $250 
Applies to Parades/ Walks or Runs which request blocked streets, events with Alcohol, events 
anticipating more than 1000 participants, events with fireworks. 
 

Other considerations impacting event costs: 

 Additional fees may be required  depending upon the services requested directly from the City of 
Winchester e.g. Police, Fire Rescue, Trash Removal etc. 

 Anticipated attendance at the special event of 2000 or more people (including clean-up fees);  

C
I

T
Y

 
O

F
 

W
I

N
C

H
E

S
T

E
R

 



 

Draft. Revised February 2015   5 

 A street closure anticipated to have a major effect on the flow of traffic in the area, e.g. closure of two or 
more intersections and rerouting of transit services or other public transportation.  

 Vendors shall meet indemnification requirements. 

 If a sponsoring organization fails to adequately provide clean-up in accordance with the plan submitted, 
the City may conduct the necessary clean-up and bill the sponsoring organization for such costs. The 
sponsoring organization must make payment to the City upon receipt of the City’s invoice for such costs. 

REVOCATION OF PERMIT:  

The Chief of Police, or his designee, shall have the authority to revoke any permit issued pursuant to this article 
if any information supplied by the applicant is discovered to be false or intentionally misleading or if any term, 
condition, restriction or limitation of the permit has been substantially violated or if there is any continued 
violation of the terms, conditions, restrictions or limitations of the permit after the applicant or anyone acting 
in concert with him is notified of a violation of the permit by an appropriate law enforcement official. A 
decision by the Police Chief or designee to revoke a permit is final and the City of Winchester and employees 
shall bear no financial burden for expenses incurred due to a cancellation of a permit.   

DENIAL OF PERMIT: 

The Chief of Police, or his designee, may reject an application if it has been determined by the Chief of Police 
that the proposed parade, public assembly or special event will endanger the public health, welfare or safety. A 
permit can be denied if the time, duration, route and size of the event will unreasonably interrupt the safe and 
orderly movement of vehicular or pedestrian traffic or the normal use of public property in a place open to the 
general public. If the event will require diversion of so great a number of police and fire personnel to negatively 
impact the normal protection of the remainder of the city. If the applicant has not, where appropriate, 
assigned enough people to ensure the event will be controlled properly. If the conduct of the event will unduly 
interfere with the proper fire and police protection of, or ambulance service to, the remainder of the city, or 
unreasonably disrupt other public services and protection normally provided to the city. If the event will 
interfere with another event for which a permit has been granted. If the event proposed will violate, and will 
not conform with all applicable state regulations and laws governing the proposed event. If alcoholic beverages 
are to be served at the event, the applicant is not compliant with all applicable provisions of the State Code and 
local ordinances pertaining to serving and consumption of alcoholic beverages.  If two or more applications are 
submitted requesting a permit under this article for an event to be held at the same time and place, annual 
events shall be granted first if it meets the requirements. Otherwise the first filed application if it meets the 
requirements shall be granted the permit.  

APPEAL: 

Any person which has received a letter of denial or revocation for a Special Event Permit from the Chief of 
Police, or their designee, may appeal the denial to the City Manager, or their designee, by filing with the City 
Manager’s office a written notice of appeal within five (5) working days after the date of denial or revocation.  

INDEMNIFICATION: 

The applicant shall indemnify and hold harmless the City of Winchester, its officers, agents, employees and 
volunteers from any and all claims, causes of action, penalties, losses, expenses (including reasonable 
attorneys’ fees) and any other liability for injuries or damages to persons or property resulting from the special 
event which were caused by the omissions or authorized acts of the applicant officers, agents or employees.  

If the City incurs any costs as a result of the applicant’s failure to comply with any provisions, or if City property 
is destroyed or damaged by reason of a special event, the applicant shall reimburse the City for its actual costs, 
including the actual replacement or repair cost of the destroyed property. Tents used for events must be 
appropriately weighted so as not to cause damage or injury. The City may retain a deposit or portion thereof as 
full or partial reimbursement for any damage.  
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OLD TOWN EVENTS: 

Events held in the primary or secondary district have the potential to receive additional benefits of downtown 
promotion and support. They are governed by the Old Town Special Event Policy Guidelines and Special Event 
Permit Requirements. Refer to these guidelines for additional information. 

INSURANCE REQUIREMENTS: 

All Special Events permitted by the City of Winchester require general liability in the amount of one million 
dollars for the duration of the event, which names the City of Winchester, its officers, agents and employees or 
volunteers as additionally insured.  

 A certificate of insurance and an endorsement naming the City of Winchester as an additional insured shall 
be provided to the City no later than thirty (30) days prior to the event, and must be approved as to form 
and sufficiency by the City.  

 The applicant may apply for insurance under Tenant User Liability Insurance Program (TULIP).  

LOGISTICS: 

In order to have the best possible events and increase communications between the event organizer and city 
staff additional information may be required depending on the scope of the event.  If event details change 
from the initial permitted application organizers must contact the City of Winchester in writing to notify them 
of the change. Significant changes to the event may require the filing of a new permit application. Events 
setting up in more than one location must provide a map or drawing illustrating the locations to be used. 
Events using tents must follow the recommended tent guidelines and properly weight their tents.  

First Aid and Medical: Events may require provision of first-aid and medical personnel. 

Food vendors: Event Coordinators are expected to comply with all local Health Department regulations for 
food vendors including submitting the coordinator application to the Health Department and ensuring food 
vendors submit to the health department the Temporary Event Food Permit Application as well as paying any 
yearly fees. Contact information: Frederick County/Winchester Environmental Health, 107 N Kent Street #201, 
Winchester, VA  22601 (540) 722-3480.  

Hours: Events activities are limited to 7 a.m. – 11 p.m. Events must comply with City of Winchester noise 
ordinance which can be found on the City’s website www.winchesterva.gov.  

Tents: Tents having an area 900 square feet or larger require an inspection and permit by the Fire Marshal and 
Building Inspector. All tents must have proper weights suited to the size of the tent for each leg. 

Security: As an event organizer, you are required to provide a safe and secure environment for your event. This 
is accomplished through pre-planning by anticipating potential problems and concerns related to the event 
activities and surrounding environment. (The City of Winchester Police Chief will have sole discretion on all 
security companies used for events, as they will have the final decisions in all matters involving safety and 
security at events.) 

Evaluation: An evaluation by the event organizer is requested for all City of Winchester events at the 
conclusion of the event. A sample evaluation form is available requesting the number of actual attendees, 
impact to Winchester businesses etc. 

COMPLIANCE WITH DIRECTIONS AND CONDITIONS:  

Every person to whom a permit is issued under this article shall substantially comply with all permit terms and 
conditions and with all applicable laws and ordinances. The parade or assembly chairman or other person 
heading or leading the event shall carry the permit upon his person during the conduct of the event, and show 
the permit when requested to do so. Any violation of this ordinance shall be punishable by a fine of up to 
$500.00. Any willful and intentional disregard for the procedures established in this ordinance may be 
punishable as a Class 2 Misdemeanor.  
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Event Location 

Event maps are required for all events. A detailed event map may be attached to the application or drawn 
below. Site maps should include a description of activities in the event locations, such as stage set up location, 
event entry and exits, water stations, start/finish sites, tent locations, blocked streets, inflatables, and vendor 
locations.  Please write this description in the space provided below or attach the details as a Word document. 
If large tents are used additional plans will be required to illustrate the tent set up and safe egress points. 
Locations of portable restrooms must be highlighted as well.  

Race, run, walk and parade routes need to be approved by the City and should be clearly drawn to show all 
streets being blocked.  If holding an event in Old Town and requesting a limited area instead of the full walking 
mall make a note on the map. 

Note that you must submit a copy  of your site plan with your completed application.  
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Winchester Event Evaluation Form 

 

Name of Event:  ___________________________________________ Date of Event:  ___________________  

How many people attended the event?  _________________ How many tickets were sold?  ______________  

What did participants like about the event? _____________________________________________________  

 ________________________________________________________________________________________  

What did participants want to change about the event? ___________________________________________  

 ________________________________________________________________________________________  

Which Winchester businesses were involved in this event? _________________________________________  

 ________________________________________________________________________________________  

Did restaurants indicate if the event favorably or unfavorably impacted their business? __________________  

 ________________________________________________________________________________________  

Did retail shops indicate if the event favorably or unfavorably impacted their business? __________________  

 ________________________________________________________________________________________  

What were the event goals? __________________________________________________________________  

 ________________________________________________________________________________________  

Were event goals met?_________________________________  

Do you anticipate holding this event again in Winchester? __________________________________________  

What could the City of Winchester have done to make your event more successful? _____________________  

 ________________________________________________________________________________________  

 

Please return this survey within 30 days after the event is completed to: City of Winchester, 15 N. Cameron 

Street, Winchester, VA 22601 
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