
SPECIAL EVENT 
PERMIT PROCESS 
City of Encinitas 
December 7, 2017 



W H AT  I S  A S P E C I A L E V E N T  I N  T H E  C I T Y O F  
E N C I N I TA S ?  

• Any scheduled or planned event occurring within the City of Encinitas that 
impacts the normal use of public or private property, or disrupts the normal 
flow of traffic or access to public property or public right-of-way and which 
can reasonably be expected to require support by the City and County 
government and/or personnel.  
 

• Festivals, fairs, aquatics, sporting or similar events. 
 

• Municipal Code 6.11.020 Definitions. 
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http://www.qcode.us/codes/encinitas/view.php?topic=6-6_11-6_11_020&frames=on


Specia l  Event  Types  

• Minor (25 - 499 total attendees)  

Application Deadline - No less than twenty-
five (25) days prior to the scheduled event.  
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Photo credit: Coastal Roots Farm 



Specia l  Event  Types  

• Moderate (500 - 1,999 total attendees)  

Application Deadline - (90) days prior to the event date. 
Events held at Moonlight Beach during the high impact 
summer months will be limited.  
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Photo credit: Leucadia 101 Main Street Association 



Specia l  Event  Types  

• Major (2,000 + total attendees)  

Application Deadline - No later than March 15 for events 
taking place the following calendar year.  

Council will review application requests in May of each 
year and select the major events to be held for the 
following calendar year.   
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Photo credit: Encinitas 101 MainStreet Association 

 

Photo credit: Leucadia 101 Main Street Association 



W H Y I S  A S P E C I A L E V E N T  P E R M I T  R E Q U I R E D ?  

 
 

• Public Safety 
• Public Health 
• Minimize Adverse Affects 
• Environmental Protection 
• Protection of City Assets 
• Indemnity for City of Encinitas/Residents and Event Organizer 
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S P E C I A L E V E N T  R E V I E W  PA N E L  

• Public Safety 
 Fire Prevention, Traffic Engineering, Marine Safety, Sheriff, NCTD, State Parks 

• Public Health 
 Alcohol License, Temporary Food Facility Permit 

• Minimize Adverse Affects on the Public/Neighbors 
 Code Enforcement, Planning Division  

• Environmental Protection  
 Clean Water Program 

• Protection of City Assets 
 Parks, Recreation and Cultural Arts, City Manager Office, Street Maintenance 

• Indemnity for City of Encinitas/Residents and Event Organizer 
 Risk Management 
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APPLICATION 
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A p p l i c a t i o n  R e q u i r e men ts  

• Special Event Application 
• Event Site Plan 
• Detailed Timeline 
• Permit Fee 

 
 
 
 
 
 
 
 
 
 

• As Needed: 
• Portable Recycling Unit Application 

• Public Notice  

• Permission Letter from Private Property Owner 

• Fire Department Tent/Canopy Application 

• Temporary Sign/Banner Permit 

• California State Department of Alcohol Beverage 
Control 

• County of San Diego Department of Environmental 
Health  Permit 

• Traffic Control and Parking Plan 

• Sheriff Contract 

• California State Parks Permit 

• Sound Study 
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S I T E  P L A N  

Possible Site Plan Requirements: 
 
a. Portable structures; 
b. Prefabricated structures; 
c. Site-built structures; 
d. Staging; 
e. Reviewing stand(s); 
f .  Elevated platforms;  
g. Temporary pedestrian bridges; 
h. Tents or canopies; 
i .  Portable restrooms; 
j .  On-site signs; 
k. Assembly or production areas; 
l .  Electrical sources and connections; 
m. Fuel storage;   
n. Cooking and open fires; 
o. Water supply; 
p.     Alcohol service areas and applicable restrictions or 

 permitting needs as required by ABC; 
 

 
q. Run-off containment features; 
r.  Waste and recycling containers; 
s. Accessible parking; 
t.  Ingress and egress points and routes for able body and 
 disabled persons; 
u. Access points for emergency fire and ambulance 
 equipment; 
v. Emergency medical services area(s); 
w. Any vehicles located in an enclosed area; 
x. Inflatable(s); 
y. Animals and animal rides; 
z. Carnival rides; 
aa. Location to accommodate individuals desiring to 
 express opinions not consistent with the purpose or 
 intent of the event; 
bb. Other similar information that will  describe the 
 components of the event. 
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S I T E  P L A N  E X A M P L E  

 
 

11 



S I T E  P L A N  –  A L C O H O L S E RV I C E  A R E A E X A M P L E  
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S I T E  P L A N  –  M U S I C I A N  V E N U E  E X A M P L E  
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E V E N T  T I M E L I N E  E X A M P L E  
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Photo credit: Surfing Madonna Ocean Project 



P E R M I T  F E E S  

TYPE OF GROUP              DAILY FEE 
  
1  Municipal Corporation            No Charge 
2  Resident: Youth and Senior Groups          $100   
3 Resident: Service, Educational, Recreational,      $150  
  Non-Profit or Private Party    
4  Resident: For Profit or Commercial Business       $200   
5  Non-Resident: Private Party, or Non-Profit Organization    $300   
6  Non-Resident: Private Party for profit or Commercial Business   $300   
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A D D I T I O N A L F E E S  A S  A P P L I C A B L E  

Possible Cost Recovery Fees: 
 

• Tent/Canopy Application ($30) 
• Sign/Banner Permit ($80) 
• Portable Recycling Units (Deposit required) 
• Trash Service 
• Restroom Service 
• Marine Safety 
• Fire Inspection  
• Sheriff Contract 

 
 
 
 
 
 

 
 

• Private Security 
• Encroachment Permit 
• Traffic Control  
• Public Notice mailing service & postage 
• County, State, Federal Permit Fees 
• EMT/Ambulance Service 
• Cost recovery for damage 
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PUBLIC SAFETY 
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F I R E  P R E V E N T I O N  

• Onsite inspection by Fire Marshal may be required 
 

• Tent/Canopy Application required for a single tent 400 sq. ft. or greater and multiple tents 
set up in a contiguous arrangement 700 sq. ft. or greater. 
 

• $30 Fee payable to Fire Prevention Division. 
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Photo credit: Encinitas 101 MainStreet Association 



T R A F F I C  C O N T R O L  

Road Closures, Modifications, or Re-Direction of Traffic 
• Traffic Control Plan (TCP)  
• Event Day Contact 
• Set up and break down schedule on event timeline 
 
Temporary No Parking: 
• Post advisory notification signs for public spaces 72 hours prior.   
• These advisory signs must be shown on TCP or parking plan. 
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S A M P L E  T R A F F I C  C O N T R O L P L A N  
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S A M P L E  PA R K I N G  P L A N  
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T R A F F I C  C O N T R O L  
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• Encourage event attendees to carpool, use public transit (bus and rail), 
bike or walk to your event 

• Consider renting additional bike racks 



ALCOHOL/ 
FOOD & BEVERAGE 
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S P E C I A L E V E N T S  W I T H  A L C O H O L  

• California State Department of Alcohol Beverage 
Control (ABC) license required. A copy of your 
ABC license must be available upon request at the 
event. ABC can be reached at 760-471-4237 or 
www.abc.ca.gov 
 

• Alcohol area must be fenced with entrances/exits 
and meet Fire Dept. requirements 
 

• Alcohol servers must be Responsible Beverage 
Service and Sales (R.B.S.S.) trained and must 
carry R.B.S.S. card the day of the event (Ordinance 
No. 2009-13).  Encinitas Municipal Code Chapter 
9.43  
 

• Liquor Liability required for events with alcohol 
served on City owned or operated property  
 

• All events serving alcohol will require security 
personnel and no alcohol will be served to anyone 
under the age of 21 years  
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http://www.abc.ca.gov/
http://archive.ci.encinitas.ca.us/weblink8/DocView.aspx?id=652545
http://archive.ci.encinitas.ca.us/weblink8/DocView.aspx?id=652545
http://www.qcode.us/codes/encinitas/view.php?topic=9-9_43&frames=on
http://www.qcode.us/codes/encinitas/view.php?topic=9-9_43&frames=on


S P E C I A L E V E N T S  W I T H  F O O D  &  
B E V E R A G E  

• A temporary food facility event organizer permit is required to sell, give away, or 
sample food and/or water to the public at a special event.  

• Each food/beverage vendor must also have a temporary food facility vendor permit.  
• Permits are issued by the County of San Diego Department of Environmental Health, 

Food and Housing Division: www.sdcounty.ca.gov; 858-505-6900. 
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http://www.sandiegocounty.gov/


MINIMIZING ADVERSE 
AFFECTS 
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E X A M P L E  O F  S P E C I A L E V E N T  P U B L I C  
N O T I C E  

27 



T E M P O R A RY S I G N S / B A N N E R S  
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Temporary Signs/Banner Permit 
 
A temporary sign/banner permit 
is required for any temporary 
sign or banner that is four (4) 
square feet in area or greater.  
 
$80 permit fee payable to 
Planning Division 



ENVIRONMENTAL 
PROTECTION 
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Z E R O  WA S T E  G O A L  
 

• Water Refill Stations encouraged. 
 

• Expanded Polystyrene Disposable 
Food Service Ware (Styrofoam food 
containers) is prohibited (per City 
Municipal Code 11.27.030). 
 

• Single-Use Plastic Carryout Bags are 
prohibited (per City Municipal Code 
11.26.020). 
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Photo credit: Rob Machado Foundation 



WA S T E  MANAGEMENT/DIVERSION 
 

PRE-EVENT PLANNING 
1. Identify location of waste stations and dumpsters on site plan 
2. Create waste stream signage 
3. Arrange for appropriate hauling services 
5. Secure disposal containers and supplies  
DAY-OF EVENT 
1. Coordinate waste management staff or volunteers 
2. Haul bags to dumpster throughout event 
POST-EVENT WRAP UP 
1. Return Recycling Containers 
2. Publicize waste diversion (optional) 
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INSURANCE/WAIVERS 
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I N S U R A N C E  

LIABILITY INSURANCE  
• Certificate of Liability Insurance listing the City of Encinitas as Additionally Insured 
• Separate Additional Insured Endorsement page 

– General Liability Insurance: $1 million  

– Each Occurrence: $1 million  

 
• Liquor Liability is required for Alcohol Service on City Property. 
 
• Insurance must be provided for Food Trucks and Shuttles on City property. 
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WA I V E R S  

• Participant (depending on activity) 
• Volunteer 
• Vendor/Exhibitor 
• Entertainer/Musician/Artist 
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STATE PARKS 
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S P E C I A L E V E N T S  I N C L U D I N G  S TAT E  
PA R K  B E A C H E S / PA R K I N G  L O T S  

California State Parks  
San Diego Coast District  
Special Event Coordinators: 
619-688-3385 
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RECOMMENDATIONS 
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R E C O M M E N D AT I O N S  

• Calendar due dates for your event(s). 
» Minor (25 - 499 total participants) Application Deadline - No less than twenty-five (25) days prior to the scheduled 

event.  

» Moderate (500 - 1,999 total participants) Application Deadline - (90) days prior to the event date.  

» Major (2,000 + total participants) Application Deadline - No later than March 15 for events taking place the following calendar year.  

 

• Finalize site plan – changes to site plan may create last minute conditions. 
 

• Submit everything at once and on time to expedite review process. 
 

• Reminder - City offices are closed every other Friday. 
 

38 



RESOURCES 
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C I T Y O F  E N C I N TA S  C O N TA C T  

City of Encinitas Special Event Permit Contact:  
Samantha Morrow 
Management Analyst 
Parks, Recreation, and Cultural Arts Department 
505 S. Vulcan Ave. 
Encinitas, CA 92024 
smorrow@encinitasca.gov 
760-633-2743 
 

Special Event Permit Application 
http://www.cityofencinitas.org/Portals/0/City%20Documents/Documents/Parks/Permits
%20and%20Reservations/Special%20Event%20Planning%20Guide%20and%20Permit
%20Application%202017.11.27.pdf 
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http://www.cityofencinitas.org/Portals/0/City%20Documents/Documents/Parks/Permits%20and%20Reservations/Special%20Event%20Planning%20Guide%20and%20Permit%20Application%202017.11.27.pdf
http://www.cityofencinitas.org/Portals/0/City%20Documents/Documents/Parks/Permits%20and%20Reservations/Special%20Event%20Planning%20Guide%20and%20Permit%20Application%202017.11.27.pdf
http://www.cityofencinitas.org/Portals/0/City%20Documents/Documents/Parks/Permits%20and%20Reservations/Special%20Event%20Planning%20Guide%20and%20Permit%20Application%202017.11.27.pdf


C I T Y O F  E N C I N I TA S  R E S O U R C E S  

• Tent/Canopy Application 
• Contact Encinitas Fire Prevention at (760) 633-2820 for more information 
• http://www.cityofencinitas.org/Portals/0/City%20Documents/Documents/Fire%20%26%20M

arine%20Safety/Fire%20Prevention%20Page/Tent%20Canopy%20Application%202016.pdf 
 

• Temporary Sign/Banner Application: 
• Contact Encinitas Planning and Building at (760) 633-2710 for more information 
• http://www.cityofencinitas.org/Portals/0/City%20Documents/Documents/Development%20S

ervices/Planning/Land%20Development/Temporary%20Sign%20-
%20Banner%20Application.pdf 
 

 
 

41 

http://www.cityofencinitas.org/Portals/0/City%20Documents/Documents/Fire%20&%20Marine%20Safety/Fire%20Prevention%20Page/Tent%20Canopy%20Application%202016.pdf
http://www.cityofencinitas.org/Portals/0/City%20Documents/Documents/Fire%20&%20Marine%20Safety/Fire%20Prevention%20Page/Tent%20Canopy%20Application%202016.pdf
http://www.cityofencinitas.org/Portals/0/City%20Documents/Documents/Development%20Services/Planning/Land%20Development/Temporary%20Sign%20-%20Banner%20Application.pdf
http://www.cityofencinitas.org/Portals/0/City%20Documents/Documents/Development%20Services/Planning/Land%20Development/Temporary%20Sign%20-%20Banner%20Application.pdf
http://www.cityofencinitas.org/Portals/0/City%20Documents/Documents/Development%20Services/Planning/Land%20Development/Temporary%20Sign%20-%20Banner%20Application.pdf


R E S O U R C E S  

• California State Department of Alcohol Beverage Control (ABC)  
 760-471-4237 or www.abc.ca.gov 

 
• County of San Diego Department of Environmental Health, Food and Housing 

Division: www.sdcounty.ca.gov; 858-505-6900. 
 

• California State Parks San Diego Coast District Special Event Coordinators: 
 619-688-3385 
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http://www.abc.ca.gov/
http://www.sdcounty.ca.gov/


 
THANK YOU 
Thank you for contributing to the spirit and vitality of our 
community through your events.  



 
COMMENTS 
AND 
QUESTIONS? 
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