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SPECIAL EVENT POLICY

I. Purpose 

This special event policy has been established to implement the regulations contained in 
Article VIII of Chapter 5 of the Glencoe Village Code.  This policy is meant to establish 
certain special event classifications, and the corresponding processes, for special event 
organizers to follow for obtaining special event permits.  

Special events may occur either on public or private property, but are distinguished by their 
direct effect upon public property, health, safety, and traffic flow in the Village.  This policy 
recognizes three classes of special events.  They are:  

Class I: Special events sponsored by a governmental body and conducted on or in 
such body's facilities within the village. 

Class II: Private or localized special events that are commonplace and routinely 
addressed in the context of ordinary Village services.  Class II special events 
shall be limited to the following:  (a) individual house, apartment, garage, or 
yard sales (unless operated by a person not residing on the property in 
question or if done in conjunction with three or more households); (b) block 
parties for persons residing on a particular block and their guests; and (c) 
those gatherings described in Sections 5-46(iii) and (iv) of the Village Code that 
are held on a lot used for a residential dwelling and that do not involve an 
activity or use for which a charge or fee is assessed in connection with such 
activity or use. 

Class III: All other special events. 

This policy does not supersede Village codes pertaining to traffic, which provide that no 
procession or parade, except for the U.S. Armed Forces, the military forces of this State, 
and the police and fire departments, shall occupy, march, or proceed along any street, 
except in accordance with a permit issued by the Village Manager.  

II.  Definitions 

a. Special Event Permit Application Form 

The Special Event Permit Application Form is defined as the form or forms 
approved by the Village Manager for use in applying for a special event permit, 
which forms may be amended from time-to-time by the Village Manager.  

 b. Village Equipment 

Village equipment includes any vehicle of any type that is owned, leased, or 
used by the Village and any equipment owned, leased, or used by the Village 
in providing firefighting, police, medical rescue, water, electric, or public works 
services. 

 
 c. Village Personnel
 

Village personnel includes both full-time and part-time employees of the 
Village, employees of other municipalities who provide services to or for the 
Village pursuant to a mutual aid or other intergovernmental cooperation 



 2

agreement, and independent contractors who provide services to or for the 
Village. 
 

 d. Village Property
 

Village property includes any and all real or personal property owned, leased, 
or used by the Village, and all public streets, sidewalks, and rights-of-way 
within the Village. 

 
III. Special Event Permit Application Process 

The Special Event Permit Application Form may be obtained at Village Hall, located at 675 
Village Court, (847) 835-4114, or printed from the Village’s web site, www.goglencoe.com    

The Office of the Village Manager shall distribute copies of any completed application to the 
Director of Public Safety and Director of Public Works, who shall each evaluate the 
application and report to the Office of the Village Manager with an estimate of the Village 
services, personnel, equipment, and/or property that must be provided for the special 
event. 
 
A meeting, depending on the need and scope of event, may be held with representatives of 
the Village and event organizer/sponsor to discuss services, parking, traffic routes, hours of 
operation, and any other concerns expressed by the Village. 
 
To be considered for approval, a duly authorized representative of the organization 
sponsoring a Class III special event must submit a completed Special Event Permit 
Application Form to the Office of the Village Manager no later than 60 days prior to the 
event, unless otherwise authorized by the Village Manager, in which case a late fee shall be 
imposed (see below).   For Class I and Class II special events, such application shall be 
submitted not less than three business days before the commencement of the special event. 

IV.  Special Event Permit Fee  
 
The Office of the Village Manager shall set the amount of the permit fee for any Class III 
special event by applying the fees for each department's estimated costs based on a fee 
schedule established by the Village Manager and modified from time-to-time.  The fee 
charged shall be in an amount equal to the total calculated by the Office of the Village 
Manager, plus a non-refundable administrative fee of $150.  No special event permit fee 
shall be required for a Class I or Class II special event. 

 
V.  Payment of Fee; Deposit 
 
The applicable permit fee plus the administrative fee shall be paid, in full, prior to any Class 
III special event.  If the permit application is submitted less than 15 days before the special 
event, the applicant shall post a cash deposit, in an amount set by the Village Manager, 
based on the nature of the event, the anticipated attendance at the event, and costs 
incurred by the Village for similar events.  The deposit shall be credited against the total fee, 
which shall be calculated following the special event, in the same manner as the 
supplemental fee described in the following subsection. 
 
VI.  Supplemental Fee 
 
Upon completion of any Class II or III special event, the Village shall determine whether a 
supplemental fee is required based on the extent to which Village personnel, property, or 

http://www.goglencoe.com/


 3

equipment was required in connection with such event.  The amount of any supplemental 
fee shall be set by applying the fee formulas provided on the accompanying fee schedule for 
all additional Village services, personnel, property, or equipment provided for the special 
event.  The supplemental fee shall become due and payable immediately upon the 
applicant’s receipt of an invoice for the supplemental fees from the Village. 

 
VII. Late Permit Application; Late Fee 
 
Failing to provide adequate notice to the Village about a special event interferes with the 
normal operations of the Village and jeopardizes the Village’s ability to provide for the public 
safety by depriving the Village of the ability to plan for the allocation of its resources.  It is 
therefore the policy of the Village that any person who holds or sponsors a Class III special 
event and either does not submit a complete application within the time provided or who 
fails to pay the required deposit at least five (5) days before the special event, shall be 
subject to a late payment fee equal to the total of the initial fee and the supplemental fee.  
The late payment fee shall be in addition to the initial fee, supplemental fee, and the 
standard administrative fee.  In addition, the failure to file an application for any special 
event at least three business days before such special event may be grounds for denial of 
the special event permit. 

 
VIII. Insurance  
 
Proof of insurance, a restoration bond, or other financial security may be required if it is 
determined to be in the best interest of the health, safety, and welfare of the Village based 
on the size, scope, and nature of a Class III special event; provided, however, that the 
purpose or sponsor of the event shall not be considered in determining whether such 
financial security shall be required.  

No Village personnel, equipment, property, or service shall be provided for a Class III special 
event unless the applicant first provides the Village with a certificate of insurance, issued by 
a company acceptable to the Village and authorized to do business in the State of Illinois. 
The certificate of insurance shall be in an amount of not less than two million dollars 
($2,000,000.00) general liability, including bodily injury, property damage and automobile 
liability. The Certificate of Insurance shall name the Village and its officers, officials, and 
employees as additional insureds.  A letter shall accompany the Certificate of Insurance 
from the insurer stating that there are no outstanding claims against the policy. 
 
IX. Indemnification and Hold Harmless Agreement 
 
The permit application for a Class III special event shall be accompanied by the attached 
indemnification agreement (Attachment A) in which the applicant and/or sponsor of the 
special event agrees to defend and hold harmless the Village, its officers, employees and 
agents, from any loss, damage, expense, claim, and cost of every nature and kind 
whatsoever, including attorney's fees, arising out of or in connection with applicant's use of 
the public property, public right-of-way, public equipment, or public personnel at, during, 
or in conjunction with the special event described in the permit.  
 
X.  Special Event Permit Approval and Denial 

The Village Manager shall approve all Class I and Class II special event applications, which 
approvals may be subject to such conditions as the Village Manager determines is 
necessary or appropriate to ensure the preservation and protection of the public health, 
safety, and welfare.  In addition, the Village Manager may revoke any Class I or Class II 
permit if the application contains materially false information or the terms and conditions of 
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the permit have been violated or that the special event has otherwise caused a detriment to 
the health, safety and welfare. 

With respect to any Class III special event application, the Village Manager shall approve 
such application upon a determination that the special event, subject to any conditions of 
approval as the Village Manager may establish, will not unduly disrupt the ordinary and 
customary level of services of the Village and will otherwise not endanger the public health, 
safety, and welfare.  

Any special event permit of any class granted by the Village shall be subject to and 
compliance with all applicable laws, ordinances, rules, and regulations. 
 
Notwithstanding the foregoing provisions of this Part X, the Village Manager reserves the 
following rights with respect to any Class III special event permit or application: 

• To revoke or deny a permit if the application contains incomplete or false 
information; 

  
• To order the cessation of the special event if the Village Manager determines 

either that any of the terms and conditions of the permit have been violated or 
that the special event has otherwise caused a detriment to the health, safety 
and welfare;  

 
• To deny a permit to any person who has an outstanding balance due from a 

prior special event;  
 
• To deny a permit if the event will disrupt traffic in the Village beyond practical 

solution, will interfere with access to the fire station or fire hydrants, will 
cause an undue hardship to adjacent businesses or residents, or will require 
the services of so many public employees or other resources that the event will 
unreasonably interfere with or reduce the level of service to the remainder of 
the Village; 

 
• To impose requirements, conditions, or restrictions for the conduct of the 

special event other than or in addition to those generally provided if the 
Village, acting through its Village Board or Village Manager, determines that 
such other or additional requirements, conditions, or restrictions, are 
necessary to protect the public health, safety, or welfare.  Such other or 
additional requirements, conditions, or restrictions shall be set forth in the 
permit for the special event; and 

 
• To modify or waive any or all of the requirements for certain special events, 

provided that the Village Manager finds that the special event (i) is open to the 
general public, (ii) is sponsored by an organization that is located in and 
serves the residents or businesses of the Village of Glencoe, and (iii) will 
encourage economic development, provide safe activities for the children of the 
community, promote citizen involvement, or otherwise benefit the health, 
safety, or welfare of the Village and its citizens. 

 
XI. Supplemental Regulations
 
The Village Manager shall have the right to supplement the special event regulations 
contained in this policy to effect its implementation.  
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