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uring the 63rd Annual IFEA Convention & Expo in
2018, our team learned that one of the greatest
challenges facing government Event Offices is operating
without an effective Special Event Policy. Community
representatives often struggle to find the bandwidth to research
and draft a new policy, and their Event Office staff don’t have
policy writing experience. With a new year comes the opportunity
to tackle this project.
In this article, I’ll provide some suggestions on what to include
in your policy.
Do You Need a Policy?
If your community is operating without a Special Event Policy
and you’re unsure if you need one, consider the following
benefits. A policy can:
• Help you make decisions more consistently and efficiently;
• Provide instruction to staff and other stakeholders on how to
do tasks properly and safely;
• Build confidence and reduce bias in decision-making;
• Empower staff to make decisions without prior management
approval; and
• Increase the accountability of the local government and its staff.
What Should be Included in a Policy?
Before you begin, check if your organization has guidelines on
writing new policies which may include numbering, document
structure, and required content. This will set the framework for
what you must include in your policy. For example, most policies
include a Purpose (why is it needed), Scope (who is impacted),
Definitions (terms used in the policy), Responsibilities (who
needs to follow and carry-out the policy), Procedures (the dos
and don’ts of the policy), Authority (who can approve changes),
and Attachments/Appendices (reference materials).
As you start to flush out your procedures, try to ensure the
policies reflect the needs and desires of the community. You
may want to consider engaging community stakeholders (other
departments, Council, local business, and event producers)
and refer to other strategic documents such as your Official
Community Plan to ensure alignment.
To help you get started, here are some examples of the types
of procedures to include in your policy.
Before an Event:
• Who is required to apply for a permit and when should they apply?
• Where is the Special Event Permit application form located online?
• What fees are associated with hosting an event?

• What is required for an event? For example, events may be
required to:
Secure a location appropriate for the type of event;
Develop a detailed Site Plan, including accessibility for the
differently-abled;
Develop a waste management plan that includes general
waste, recycling and composting receptacles, zero waste
initiatives, washroom and sanitary services, and post event
clean-up initiatives;
Develop a traffic management plan that includes parking,
vehicle barricades, road and sidewalk closures, police or
traffic management services, drone use, signage, and fencing;
Develop a fire safety and emergency preparedness plan
that identifies readiness drills, emergency exits and vehicle
access points, first aid services, cooking facilities, hazardous
activities (e.g. fireworks), etc.
Develop a technology plan for events that require wifi and
other government managed technology;
Purchase liability insurance; and
Apply for additional municipal and inter-agency permits and
licences including food & water permits, liquor licences,
electrical permits, road closure permits, noise permits,
signage permits, and business licences.
• What is the permit review and approval process? Who reviews
the application and how long can it take to issue a permit? Can
applicants access the status of their application online and
upload additional documents? How long is the permit valid for?
• Are there best practices you want to communicate to event
producers, e.g. how to produce a green event that minimizes
the environmental impact? You may choose to include this
information in a separate set of guidelines or as an addendum
to the policy.
Also consider including specific procedures for the day of
the event and post event. For example, what are your tear-down
policies? What if there is damage to the site? Do you require
each event to complete an event debrief or provide metrics to
help your Event Office better support and fund special events?
6 Tips to Writing an Effective Policy
As you draft your policy, remember to:
1. Keep your policy simple – less is more if you want people to
follow your policy.
2. Reflect your community’s priorities, values and culture in your
policy language and procedures.
3. Ensure your policy is symbiotic with other policies and bylaws
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opposed to a traditional siloed approach, and drives risk based
decision making that enables the Board, senior leadership and
line management to protect value and pursue opportunities in
today’s dynamic and disruptive risk environment.
Peter Ashwin is the principal and founder of Event Risk
Management Solutions (ERMS), a consulting practice committed to enhancing organizational resilience for festivals and
events through practical and effective risk management and
security solutions. Peter is a former Australian Army special
forces officer who has been consulting on a wide range
of international events since 2000, including six Olympic
Games (2000 – 2012), the Baku 2015 European Games
(Azerbaijan), the 2010 G8/G20 Summits (Toronto), and
more recently, some of North America’s most iconic festivals
and events - the Calgary Stampede, the Philadelphia Flower
Show, Memphis in May International Festival, Bohemian
Nights (Fort Collins, CO) and the Canadian National Exhibition “The EX”, Toronto. Peter is a director on the International
Festivals and Events Association (IFEA) World Board, a
faculty lecturer for risk management and event security at
the IFEA/NRPA Event Management School and the IAVM
Academy of Venue Safety and Security. Peter is based out
of Boise, Idaho and you can follow Peter’s latest blogs &
insights @ www.facebook.com/ermsglobal
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• Subscribe to YouTube Channels
• Follow and make friends with those who are social-media savvy –
and maybe hire them!
• Follow industry leaders on your Instagram, Twitter, and
Facebook
• Learn how to be eye catching from Pinterest
There are many ways to find out information. This isn’t an article
for the leaders in the event industry who have the technology,
social media, and event applications down. It is for those who do
not have the resources or the money to hire a marketing firm to
do it for them. I guess you can call it “The Poor Man’s Guide” to
social media.
Do not be afraid to take risks! Go for it! You’d be surprised
what amazing, real life moments you can capture and help
patrons turn into lasting memories.
Sources:
Google.com – dictionary search
http://home.bt.com/tech-gadgets
http://www.scarlettentertainment.com/ideas-blog/the-importance-social-media-events
https://www.eventbrite.com/blog/best-event-apps-ds00/
Sai Powers is a graduate of Wichita State University with
a Bachelor of Arts in Theatre and is currently employed by
Scottsdale Arts as Events Manager. In 2018, Powers received
a scholarship for the Certified Festival & Events Executive
(CFEE) program through International Festival & Event
Association (IFEA) and this presentation brings her closer to
CFEE certification. Powers shares her experience and best
practices of utilizing tools on the most popular social media
applications and suggests simple, helpful tips for stepping up
your organization’s social media game.
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4. Make sure your policy is aligned with the mandate and goals of
your Special Event Strategy. If you don’t have a strategy, try to
ensure your policy aligns with other local and regional strategic
objectives, e.g. economic development.
5. Reach out to your peers in other organizations for their feedback.
6. Keep your policy up to date!
With an effective special events policy, your Event Office will
be better equipped to support your departments’ needs, align
your needs with other stakeholders and ultimately provide event
producers with a transparent and efficient permitting process.
If your Event Office is working on a new policy and you have
questions or tips on what makes an effective Special Event
Policy, please share by joining the conversation on Twitter and
using the hashtag, #eventpermit.
Rene Michaely is the founder and chief visionary of eproval,
a software platform designed to automate and streamline
complex application and approval processes including event
permits. Based in Vancouver, BC Canada, his team has an
intimate understanding of government permitting and approval
processes through their experience working with and for
event offices. Rene has also been a product manager at an
event registration startup and founder of a web development
firm specializing in event websites and complex applications.
You can reach Rene at rene@eproval.com, learn more about
eproval at www.eproval.com, or follow @eproval.
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