
City of Norfolk Special Events 
Special Event Permit Guidelines 

When do I need to obtain a Special Event Permit? 
A SPECIAL EVENT PERMIT IS REQUIRED IF ALL OF THE FOLLOWING APPLY: 

• Event takes place on City owned property, including but not limited to, streets, sidewalks, parks and open space
• Event is open to the public*

*NOTE: Open to the public events can include ticketed/gated events, but do not include “private” events that are invitation only.

A SPECIAL EVENT PERMIT IS ALSO REQUIRED IF: 
• The event, open to the public or private, takes place on City owned property in the Downtown Improvement District (DID)
• The event, open to the public or private, takes place on a City street

What type of Special Event Permit should I apply for? 
SMALL EVENT PERMIT APPLICATION: 
• The total expected event attendance is between 0-199
• Applicant is requesting the use of Barraud Park and most neighborhood parks (the attendance must be less than 200)

LARGE EVENT PERMIT APPLICATION: 
• The total expected event attendance is greater than 200
• ALL run, walk, bike races and commercial parades despite attendance
• ALL Town Point Park events (*NOTE: Additional applications / requirements apply. Contact Special Events for details.)

Alternate Types of Event Applications/Permits: 
Special Events Office: Find more information at www.norfolk.gov/specialevents or call 757.664.6880. 

Expressive Activity Permit Application: For events protected by the first amendment, including but not limited to, protests, rallies, 
demonstrations and marches.  

Department of Recreation, Parks and Open Space: Find more information at www.norfolk.gov/rpos or call 757.441.2400. 

Facility Use Application: Specific applications by facility/location requested vary.  
• For athletic events and field reservations
• To reserve individual picnic shelters (maximum of 2)
• ALL private/invitation only events, including but not limited to, birthday parties, family reunions and receptions

in a City owned park or open space with the exception of property in the DID.
• To reserve indoor space within a City owned and operated recreation, community center or aquatic facility
• To use sand/beach property for all events, public or private (weddings included)

Department of Planning, Development Services Center: Find more information at www.norfolk.gov/planning or call 757.664.6565. 
Special Event – Private Property Permit: For businesses and organizations to conduct a special event at their facility or on 
private property. 

Norfolk Public Schools: For more information contact the individual school you are requesting to use. 
Application for Lease of School Facility: Required as the first step in the application process to use NPS grounds. A Special 
Event Permit application may still be required depending on the date/time of the event.   

Where are special events permitted? 
 

Please note that all use of City owned property requires a permit.  However, not all City property is available for special event use as not 
all property has the necessary amenities or parking available for a safe and successful event.  Please contact Special Events for more 
information.  

A full list of park locations and descriptions can be found in the Facilities Directory on www.norfolk.gov. 

How do I submit an application? 
1. Complete the permit application and sign the permit agreement.  Incomplete applications will not be processed.
2. Compile supporting documents to submit with your permit application.  Supporting documents will vary by event, but can include an

event map or route map, event schedule / timeline, event insurance certificate, and Norfolk Public Schools Facility Lease Application.
3. Submit the complete application, application fee and supporting documents to Special Events by the required application deadline.
4. A permit will be issued once all applicable fees and permit requirements have been met by the applicant.

201 E. Brambleton Avenue    ●    Norfolk, VA 23510    ●    (757) 664-6880 main    ●   
www.norfolk.gov/specialevents 

http://www.norfolk.gov/specialevents
http://www.norfolk.gov/specialevents
http://www.norfolk.gov/rpos
http://www.norfolk.gov/planning
http://www.norfolk.gov/


City of Norfolk Special Events 
Special Event Permit Guidelines 

When is the application due? 
Please note deadlines as they are dependent on the type of event, location and total number of expected attendees (including participants 
and spectators). Deadlines are firm to allow for a detailed review process of all applications.  Event dates need to be adjusted according 
to application submission deadlines. Applications are generally accepted and reviewed no more than 12 months prior to the event date. 
If earlier submittal and review is requested or determined by the City to be necessary based on the size or nature of the event, Special 
Events may approve the application to be reviewed early to allow ample planning and event coordination time.  

Festival Parks  
The following deadlines apply for events scheduled in Town Point Park (TPP) and Ocean View Beach Park (OVBP) 

Festivals / Events 

Run, Walk, Parade or Bike Race 

OVBP Small Event 

Requires a minimum of 9 months (270 calendar days) prior to the event 

Requires a minimum of 6 months (180 calendar days) prior to the event 

Requires a minimum of 1 month (30 calendar days) prior to the event 
(< 200 attendees) 

Community Parks, Norfolk Public School Grounds, Open Space 
0 - 199 attendees 

200 – 999 attendees 
Requires a minimum of 14 calendar days (2 weeks) prior to the event 

Requires a minimum of 60 calendar days (2 months) prior to the event 
1,000 – 4,999 attendees Requires a minimum of 90 calendar days (3 months) prior to the event 

5,000+ attendees Requires a minimum of 120 calendar days (4 months) prior to the event 

Public Right-Of-Way (Streets and Sidewalks) 
Run, Walk, Parade or Bike Races 

Block Party / Street Festival 

Requires a minimum of 180 calendar days (6 months) prior to the event 

Requires a minimum of 30 calendar days (1 month) prior to the event 

Permit Process 
The permit process begins when you submit your permit application to Special Events, including all attachments, application fee and 
supporting documentation.  Acceptance of your permit application or the initiation of the review process does not deem your permit 
application to be complete, nor should submission of an application be construed as final approval of your request. The submittal of an 
application will place a tentative hold on the time, date and location requested pending application review and approval. A hold will not 
be placed without submission of an application. If the requested location is not available, Special Events will notify the organizer and assist 
to find an alternate date, time and/or location.  

Review, Meetings & Permit Issuance 
1. The application is circulated to City departments for review, comment and/or approval.
2. A meeting is scheduled with the Special Event Panel or smaller review committee to further discuss the event.  Our office serves

as a resource to assist event organizers during event planning and will coordinate the collaborative involvement of City
departments to provide services and support for your event.

3. Once the event receives initial approval by the City, you will receive verbal or written confirmation on your event date and
location.  This approval will allow you to begin advertising / marketing the event.  Marketing or advertising of an event may not
take place prior to this approval.

4. Subsequent meetings with City staff will be scheduled as needed to assist with your planning and coordination of event logistics.
5. All fees associated with the event must be paid in full 10 business days (2 weeks) prior to the event date. The permit for the

event will not be issued until the balance is paid in full.
6. The City will keep you apprised of any issues regarding your application throughout the review process. In most instances, 

permits are issued 1 to 2 weeks in advance of the event date to accomodate the many changing components of an event.  If
there is a deadline by which you need the permit to be issued, please notify the City of that deadline at the time of application
submittal and the reason for the deadline.  The City will review the deadline and determine feasibility based on event
circumstances and review requirements.
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City of Norfolk Special Events 
Special Event Permit Guidelines 

Community Impact & Civic League Notification 
You must evaluate the potential impact of your event on the residential and business community in the surrounding areas. It is our goal 
to ensure your event is safely and successfully executed and has a positive impact on the communities surrounding the event venue. It is 
the responsibility of the applicant to design a communication plan for notification of the event to the community to be approved by the 
City as a part of the permit approval process.   

PRELIMINARY NOTIFICATION:  Civic Leagues and Business Associations 
• You are required to send written notification or schedule a meeting to present to those Civic Leagues that will be impacted by the

event to advise residents of the proposed event details.  The City will assist in determining the Civic Leagues and 
business associations/organizations that require event notification. 

• Notification to all Civic Leagues immediately surrounding the event location is required within 30 calendar days (1 month) of
initial application approval by the City and prior to permit issuance. 

• You will need to provide confirmation of your communication to Civic Leagues and their recommendations and comments to Special
Events.  These groups are advisory in nature and cannot approve or deny event plans, however, their feedback will be incorporated 
into the final permit determination.   

SECONDARY NOTIFICATION:  Direct Resident / Businesses (Street Closures ONLY) 
• Direct notification to all impacted residents and businesses surrounding the closure is required.
• Notification to all impacted businesses and residents of street/lane closures is required (2-4) weeks prior to the event date by

mailing or distributing fliers/cards detailing event information and street closure dates and times.

Vendors 
A vendor is any individual or organization who is participating in a special event to provide products, services or information.  It is the 
responsibility of the event organizer to coordinate vendors and confirm they have the appropriate licenses and permits from the City prior 
to participation.  

• Food / Beverage Vendors:  Selling or sampling food / beverage products
• Retail Vendors:  Selling merchandise
• Arts & Crafts Vendors:  Selling handcrafted products (non-food/beverage)
• Informational & Sponsorship Vendors:  Providing information, promotional materials or free services
• Amusements Vendors:  Providing inflatables or mechanical rides/devices

Event Organizer Responsibilities: 
1. Provide a list of all approved vendors to Special Events (if applicable)
2. Ensure vendors obtain proper insurance coverage (if required) and abide by the Virginia Statewide Fire Prevention Code
3. Confirm vendors have contacted and met the requirements of:

Commissioner of Revenue:  Contact 757.664.7886 or visit www.norfolk.gov/revenue 
• Special Event Business License (ALL vendors selling product)

Department of Public Health: Contact 757.683.2714 or visit www.norfolk.gov/pub_health 
• Temporary Health Permit (ALL Food/Beverage)

For more information on vendors, please refer to Special Events Vendor Requirements at www.norfolk.gov/specialevents 

Insurance 
Event insurance may be required based on the type of event, event activities, location and planned attendance. If required, you will need 
to obtain, purchase and provide proof to the City of your insurance coverage for the event.  The City will not purchase, subsidize the cost 
of or provide insurance for your event.  Please verify the specific insurance requirements (if applicable) for your event with Special Events. 

The City of Norfolk, its officers, employees, volunteers and agents are to be included as additional named insured on the insurance 
certificate.  A copy of the certificate verifying this coverage must be received by Special Events at least 10 business days (2 weeks) prior 
to your event.  

ABC License / Alcohol 
Alcohol is NOT permitted in community parks, City open space or on Norfolk Public School grounds.  If your event location is permitted to 
have alcohol, you must meet the requirements of the Virginia Department of Alcoholic Beverage Control and obtain the appropriate ABC 
license.  The event insurance policy must include liquor liability coverage.  A copy of the ABC license must be submitted to Special Events.  
To contact the Virginia Department of Alcoholic Beverage Control call 757.424.6700 or visit www.abc.virginia/gov .  
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City of Norfolk Special Events 
Special Event Permit Guidelines 

Schedule of Fees 
Application fee is due with the application submittal. An estimate of total fees for the event will be provided by the City during the permit 
approval process.  All fees and labor costs are subject to change.   Fees for promotional events may vary.  Contact Special Events for details. 

APPLICATION & PERMIT FEES: Resident Non-Resident 

Application Fee $25 $50 
Sidewalk / Lane Closure Permit Fee $50 $50 
Street Closure Permit Fee $100 $100 

FACILITY RENTAL FEES: Equipment, City staff and utilities are not included in rental fee.

$50 per day 
$100 per day 

$100 per day 
$200 per day 

SMALL EVENT - Neighborhood Park, Open Space, School Ground 
LARGE EVENT - Neighborhood Park, Open Space, School Ground 
Community Park (includes full park and at least 3 picnic shelters)   
        Barraud Park Amphitheatre (also requires full park rental)

 Barraud Park Amphitheatre with power (also requires full park rental)

$300 per day 
$100 per day 
$120 per day 

$600 per day 
$100 per day 
$120 per day 

NOTE: Other City owned property may be available for rent at varied prices. Contact the Special Events Office for more information.  
 

FESTIVAL PARK RENTAL FEES: Rent for a load-in day(s) is 50% of daily rate.  Equipment, performance area, dressing rooms, cleanup
staffing and utilities not included in rental fee.  Private events not permitted.   

FESTIVAL RATES: RUN / WALK / BIKE RACE RATES: 
$5,000 per day   Town Point Park (ALL) $500 per hour 
$3,500 per day   East Lawn $250 per hour 
$3,000 per day   Festival Field $250 per hour 
$500 per day   TowneBank Fountain Park $100 per hour 
$500 per day   Ocean View Beach Park $300 per day 

Town Point Park (ALL) 
East Lawn 
Festival Field 
TowneBank Fountain Park 
Ocean View Beach Park - Large Event
Ocean View Beach Park – Small Event $300 per day 

CITY LABOR COSTS The following City labor costs may apply and are the responsibility of the applicant / event organizer.  The City will
determine the type and number of staff and equipment required for the event based on location, expected attendance and type of event.

Norfolk Fire-Rescue 
Special Event Emergency Medical Services 
Administrative time applies. 

EMS Unit (2 people) $64 / hour 

Special Events   
Event Coordination Services 

Event Duty Manager $25 / hour + 19.5% administrative 
fee 

Operations     
(Festival) $500 / day 

(For Festival Parks Only) Operations 
(Run/Walk) $250 / day 

Public Works  
Traffic Operations Center (Street Closures) 
Rates are average overtime rates.   

Supervisor $38 / hour 

Field Crew $30.40 / hour 
STC Technician $39 / hour 

Norfolk Police Department 
Off-Duty Services (Special Event Security) 
Off-duty officers are independent contractors and are paid 
directly.  A 4-hour minimum applies. 

Regular Rate Holiday Rate 
Officer $35 / hour $45 / hour 

 

On-Duty Services (Traffic Control) 
Street Closures, Runs/Walks, Bike Races & Parades 
Rates are average overtime rates.   

Captain $43 / hour $43 / hour 
Lieutenant $37 / hour $37 / hour 

Sergeant $30 / hour $44 / hour 
Corporal $27 / hour $41 / hour 

Officer $23 / hour $35 / hour 
Operations Officer $17 / hour $25 / hour 

Crossing Guard $17 / hour $17 / hour 
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