City of Poulsbo Special Event Permit Process

All Special Events in 2025:

New - Online Special Event Permit Application

e Forevents happeningin 2025 we encourage you to utilize our new online form that is both savable for future and saves
trees: CITY OF POULSBO SPECIAL EVENT PERMIT PAPERWORK SUBMISSION. We will be requiring this online
submission for all 2026 events.

New Requirement & Reminder - Insurance

e The insurance minimum for events will need to meet $2 Million Per Occurrence / $2 Million General Aggregate (updating
from a $1 Million Per Occurrence). This update — as well as those below — are the result from recommendations from a
special event audit conducted by the City's insurance agency WCIA and national trends.

e Special events with additional levels of risk - including, but not limited to involving fireworks, carnival
rides/inflatables, large crowds, alcohol, or be near or over water — you may be required to secure higher insurance
levels due to the risk. If your event contains one of the above, the City advises event organizers add at a minimum a
$1 Million umbrella / excess policy to complement their CGL insurance levels.

e The City will only accept Per Occurrence coverage versus Claims-Made. Check to ensure you have the correct
insurance coverage. If you currently have Claims-Made, you will need to move to Per Occurrence at your next
renewal period for the City to accept your insurance coverage.

e The City has developed an updated “Insurance Worksheet 2025” with a list of Insurance Companies use for Special
Events which is a compilation of what event organizers have previously used along with examples of insurance and
additionally ensured endorsements.

e Asareminder: a special event permit cannot be issued until we receive an acceptable COIl has been issued within 30 days
of the event and/or received once renewed. If insurance renews within 30 days of the listed event date, the insurance
agent must send over a document expressing their intent to renew to the requirements outlined by the City.

New Requirement - Site and Safety Review

e Event organizers can choose to conduct (or waive) a site safety inspection the week before their event. This is an optional
inspection that utilized the City’s “Site and Safety Review Worksheet” to document any safety concerns that may need
attention. The worksheet must be returned 4 business days before the event is to be held in order to allow the City time to
follow up on any areas of potential concern. Organizers who do not return the worksheet four business days prior to their
event will be considered to have waived their inspection and accepted the site “as is”.

Flagging Requirements

e In Washington State, flagging certification is required for individuals directing traffic at special events, including parades,
festivals, or gatherings that affect normal traffic flow. Certification must meet Washington State Department of
Transportation (WSDOT) standards. It is the event organizer’s responsibility to ensure WSDOT standards are met through
utilizing certified flaggers and informing the City in the special event application of their intended use, time, and location.

Cost Recovery

e Asthe City continues host to a variety of growing special events, many of which have changing public safety and site
management needs, the City has developed a plan to recover the expenses incurred by providing direct supportin the
form of Police, Public Works, or other City services. Itis the City’s intent to start recovering these costs in the near future
and communicate with event organizers so they may prepare accordingly. Fees for City services will need to be paid
proactively, no later than two weeks before an event date, or be at risk of not being approved for a permit.

A) Legacy Events: Cost recovery transition over three years: B) New Events: All (100%) city C) Annual Events
0 2025 - One-third (33%) city fees cost recovered fees cost recovered in 2025 that already pay
o 2026 - Two-thirds (66%) city fees cost recovered o Note: Any events that do fees: All (100%)
0 2027+ - AlL (100%) city fees cost recovered not occur annually are city fees cost
processed as a new event recovered

www.cityofpoulsbo.com/special-event-permit/
Physical: 19540 Front Street NE ¢ Mailing: 200 NE Moe Street ¢ Poulsbo, Washington 98370-0098



https://www.jotform.com/form/240076342160042
https://www.wciapool.org/
https://cityofpoulsbo.com/wp-content/uploads/2025/01/2025-City-of-Poulsbo-Insurance-Worksheet.pdf
https://cityofpoulsbo.com/wp-content/uploads/2024/06/Poulsbo-Insurance-Companies-for-Special-Events.pdf
https://cityofpoulsbo.com/wp-content/uploads/2024/06/Poulsbo-Insurance-Companies-for-Special-Events.pdf



