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CITY OF

ST. LOUIS, MISSOURI

Department of Parks, Recreation & Forestry

5600 Clayton Avenue In Forest Park

St. Louis, MO  63110

Phone:  (314) 289-5300; Fax:  (314) 535-3901


Purpose:  

As a service to the public, the City of St. Louis Department of Parks and Recreation will cooperate with groups and organization desiring to use city parks or portions of city parks for special events.  The City defines a special event as any recreational activity that takes place in a city park other than a picnic on a designated picnic ground, and events that will require the additional commitment of manpower, equipment, and/or facilities beyond that necessary for normal park operation.  An example of special events includes, but is not limited to, rallies, festivals, bike-a-thons/races, walk-a-thons, concerts, etc.  Availability of the site requested, anticipated crowd size for the site selected, and the appropriateness of the event will determine accommodation of special events.   Mechanical carnival rides and games of chance are not allowed in City Parks.  Small inflatables may be used, however, permits for generators may be required.  Use of a neighborhood park requires a letter of support from the Alderman of the ward in which the park is located.

To obtain permission to use a City Park for a special event, mail a letter of application to the following address:

Mr. Dan Skillman

Commissioner Of Parks

5600 Clayton Avenue In Forest Park

St. Louis, Mo  63110

The following items need to be included in your letter of application in order for the event to be considered:

· Date(s) of event

· Park requested and specific location(s) within the park

· Time of actual event 

· Time needed in the park including setup and cleanup

· What is the purpose of the event?

· Is the event free and open to the public?  If there is a charge, how will you collect?

· Will any items be sold at the event?  For example, food and beverages, alcohol, merchandise, etc.

· Anticipated attendance

· How will event be publicized?

· Name of all organizations participating in the event; include your contact person for these organizations and their phone numbers.

· If event will involve speakers or performers, include names of all participating

· Will any money exchange hands?  Selling food? (List all food vendors.)  Selling merchandise?  Soliciting donations?  (If soliciting donations, who will receive solicited funds)

· Will liquor be served or sold to the public?  If sold, what organization will apply for the liquor license?

· Will tents be erected?  If so, what size?

· What arrangements have been made for restroom facilities?  What company have you contracted with to provide restrooms and how many have you rented?  Does this comply with Health Department requirements?

· What arrangements have been made for security at the event?  How many off duty policemen will be hired?  (events with 1000 or more attendance will be required to hire a specific number of off-duty police to secure the event).  Please contact Operational Planning with the St. Louis Police Department for further information – (314) 444-5344.

· Will there be amplified sound at the event?

· Will food or other items be given away to the public?

· What arrangements have been made to hire a company to cleanup after the event?  (all trash must be bagged and removed from the park)

· Have you put this event on in other cities?  If so, please provide the names and contact persons. 

· Will generators be used for electrical purposes?  If so, what size, now many, and what will they be powering?

· If this is a fundraising event for a not-for-profit organization, a letter should be submitted by the organization indicating their participation in the event.

· A diagram of the event layout should be included as part of your application.

· Once approval is granted for the event to take place in a city park, additional instructions for obtaining your permit will be sent to you.

· A rental fee for the park being used will be assessed (Between $100 & $1000 depending on the scope of the event) as well as a security deposit ($500.00-$1,000.00 depending on the scope of the event).

· Organizations requesting the use of City Parks for special events will be required to submit public liability insurance naming the City of St. Louis as an additional insured.  The insurance certificate should include property damage in the amount of $50,000 and personal liability insurance in the amount of not less than $100,000 for injury to one person and not less than $300,000 to two or more persons in each accident.  The certificate must be received at least three months prior to the date reserved and must be an original copy.  The following wording must appear on the certificate or the certificate will not be acceptable:


“The City of St. Louis and its employees and agents are additional insureds, and also the Board of Police Commissioners for the City of St. Louis and its employees and agents acting within the scope and course of their employment are additional insureds.  All parties acting under this permit are additional insureds.” 

The insurance certificate must be submitted by the organization applying for the permit.

If you need permits from other City Departments, there may be more fees associated with your request; i.e., tent permits, food permits, liquor license permits, etc.   Your request will be sent through the Board of Public Service if other City Permits are required.  See attached for more information on the Board of Public Service process.   

SPECIAL EVENT PROCEDURES








